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1100 commnd. Control . Communications and Intelligence (€31 )
These files pertain to C31 and its responsibility for ensuring
the reliability, survivability, security, and cost-effectiveness
of Command, Control, Conmunications and Intelligence systens for
the Departnent of Defense and the National MIlitary Conmmand
System (nMcs) . Unless otherw se indicated, all permanent records
retired t0 the Washington National Records Center wl| Egcong.
avai l able for transfer to the NARA when 30 years ol d. pendi ng
upon volume, files may be further subdivided by the use of a
decimal nunerical suf f ix. NOTE: Those files pertaining to
Intelligence programs, surveillance and reconnai ssance, signals
intelligence, and resources Wll be found under the applicable
500-series entri es.

1101 security Policy (was 306) (NC1-330-77-13) .-
1101-01 International Security

1. Security policy, directives, and guidelines on NATO or
other international defense treaty menbers.

Disposition: Permanent. Transfer to the wWNRC when
superseded or cancel ed.

2. Directives on support for NATO classified couriers and
policy supervision for the U S. Central Registry.

Di sposi tion: Permanent. Transfer to the WNRC when
superseded Of cancel ed.

3. International General Security of Information and/ or
I ndustrial Security Procedures wth Alied defense forces
regarding security policy, operation, and arrangenents of a
security nature.

Disposition: Permanent. Transfer to the wNrRc when
super seded or cancel ed.

4. International Pact Oganizations ( IPO (NATO (Central
Treaty Organization, or Southeast Asia Treaty O ganization)
conprom se cases by U S. and non-U S. hol ders.

Disposition: a. Dispose of records on the conprom se of
Top Secret Defense information or equivalent with all associated
case papers, including corrective action taken 10 years after
cut-off. b. Dispose of simlar material relating to the
conprom se of Secret Defense information or equivalent 5 years
after cutoff. c. Dispose of all other such material 2 years
after Qutoff . Submit SF 135 for authority to destroy. d.
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infile 1 year after cutoff. Have
Imfor retention and di sposition as
a

Retain a., b., and c., abov]g
|
| lmed after determnation that filmis

U'S. Central Registry nicro
above (destroy pages m crof
a substitute for paper).

. Insl\E)Aection reports by U.S. central Registry of” U S
hol ders of TO, cENTO, and SEATO i nfornmation.

Disposition; Destroy 5 years after cutoff.

6. Inspection reports by the NATO O fice of Security of
non-U.S. hol ders of NATO, cento, and SEATO i nfornation.

Disposition; Destroy 2 years after cutoff.

7. . Inventory reports of U'S. holders of NATO CENTQ, and
SEATO information. ~ )

Disposition; Destroy 2 years after cutoff.

8. International Pact Organizations ( 1pPo ) (NATO cENTO, Or
SEATO) security policy working papers.

Disposition: Retain until superseded by final 1IpO
regul ations and/or docunents, then destroy.
_ 9. 1P0 (NATO, cENTO , Or SEATO security policy
directives, regulations, or guidelines on security policy.

Disposition: Retain until canceled or superseded, then
destroy.

_ 10. Comments and/or inputs to | PO security policy
directives, regulations, or guidelines on security policy.

Disposition: Retire to the wNRc 2 years after conpletion
and or/final decision of all agenda itens.

11. | PO Commttee and/or Goups - Mnutes of Meetings.

- Disposition: Destroy 2 years after conpletion and/or final
decision of all agenda iteéns.

_ 12.  Security Policy (security cl auses? comment s and/ or
Inputs to international agreements, menps of understanding (Mou) ,
technical arrangenents, etc. (another office of primary-
responsibility .oPpr).

Disposition: Retire to the WNRC 5 years after termnation
cancel lation, or supersession of agreement, Mou, etc. for
permanent retention.
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13.  Security surveys and/or assessnents of foreign
countri es.

Disposition: Retire to the WNRC 5 years after termnation
of existing agreements wth country for permanent retention.

14.  Security Policy comments and/or inputs to NDPC
papers, | ncl udi ng exceptions to policy, annual reviews, foreign
mlitary sales, neetings, or directives.

Disposition: Retire to the wNrc 2 years after resolution
and/or, publication oi final docunent. Permanent retention.

_ 15.  Congressional correspondence resultiQ%)fron1inquiries,
| nvestigations, or other action by nembers of ngress_that
establ i shes or defines policies, plans, program objectives, or
responsibilities.

Disposition: Retire record copies for pernmanent
preservation menpers to the WNRC 1 year after case is closed.
Destroy duplicate copies and associated nonrecord material 1 year
after the close of the case unless part of the case file.

16. Travel arrangenents.

. Disposition: Destroy after 2 years or on discontinuance,
whichever 1s first. However, docunents in the cutoff file that
require additional action or relate to reopened cases should be -
brought forward for filing in the current file.

17. Discovery of Electronic Surveillance Files. Case files
on those individuals and/or organizations on which to base their
reply to court-approved notions for discovery of electronic
surveillance. Letters of request, directives to pop Conponents
to conduct search, and responses are included.

Disposition: Destroy when 15 years old. Transfer to the
WNRC 2 years after conplefion of project.

1101-02 Industrial Security C earance Review

'l Policy, directives, and general admnistrative docunents
on the Industrial Security O earance Program

Disposition: Permanent. Cut off and retire to the WNRC
when superseded or obsolete, as prescribed for files maintained
In accordance wth series 103-01.
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2. Reviews and investigates reports on issuance of, or
continuation of clearance.

Disposition; Retire to the WNRC 5 years after no |onger
active. Destroy 20 years later. (NC1-330-77-13) “

3. Adverse action on investigative reports.

- Disposition: Retire to the wNrRCc 5 years after no |onger
active. Destroy 20 years |ater. (NC1-330-77-13)

4. Hearings fromapplicants for supporting eligibility for
access authorization.

- Disposition; Retire tO the WNRC 5 years after no | onger
active. Destroy 20 years |later. (NC1-330-77-13.)

5. Redacted copies of final Screening Board (opinions,
Exam ners, and Appeal Board opinions and notions)

Disposition: Retainin the GSD. Review for disposition in
20 years (NC1-330-77-13).

1101-03 Security Plans and Prograns

1. Policy and,Procedures_in the formof directives and
Egldance to the mlitary and civilian security prograns of the
D Conponents including investigative and physical security

matters.

2. Liaison docunents with other U S. security agencies
coordi nating policy and procedures.

Disposition: Permanent. Cut off and retire to the WARC
when superseded or obsolete, as prescribed for files maintained
In accordance with the provisions of series 103-01.

1101-04 Information Security

1. Policy, standards, and criteria for securit
classification, classification, downgrading, and declassification
of information within the DoD and industry, and for o
I dentification of mlitary technological information requiring
security protection.

2. Directives for and managenent docunents that adm nister
the DoD Classification Managenent Program

Disposition: Pernmanent. Cut off and retire to the WNRC
when superseded or obsolete, as prescribed for docunents
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mai ntai ned in accordance with the provisions of series 103-0l.

3. Documents consistin?.of agenda, mnutes, charter, and
menbership of the DoD Classiftication Review and Advisory Board.

4, Docunments on DoD participation in the Interagency
Classification Review Conmttee

Disposition: Permanent. a. Cut off docunents described
above when no | onger needed for current operations and retire to
the wNrc 5 years after cutoff, or when the commttee is
abol i shed, as prescribed for documents maintained in accordance
W th the provisions of series 103-06. b. Routine f ceder
reports, destroy when no |onger needed.

1102 Command and Control Files
1102-01 Concepts and Strategy.

1. Docunents that devel op and coordi nate command and
control policies in inplenmenting directives that define the
functional, organizational, operational relationship between all
el enents or the wwMccs and establish responsibilities f or the
managenent, devel opnent, acquisition, and operation of WWCCS.

Disposition: Permanent. Cut off and retire to the WNRC
when superseded or obsol ete, as prescribed for docunments
mai ntained in accordance wth series 103-01.

_ 2. (Pending,approvaJ!. Coordination and |ialson docunents
W th non-DoD activities, efc.

1102-02 wwMees 4 Architecture. Docunents providing policy
and guidelines, conpatible interfaces between systens, anJ)
conputerized data format standards. Networks configuration and
systens designs.

Disposition: Permanent. Cut off and retire to the WNRC

when superseded or obsolete, as prescribed for docunents
mai nt ai ned in accordance wth series 103-01.

1102- 03 Combat Support Plans for the allocation of-
devel opment and acqui sition resources between the various areas
conprising Combat Support. Docunents nmnaging the preparation
and coordination of nmjor devel opnent activitires in Conbat
support . Reviews of devel opnent and production prograns.
Documents of the Research and Devel opment Subgroups of the DoD
Advi sory Commttee on Federal Aviation which coordinates prograns
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of interest to the FAA, Departnment of Defense and the Mlitary
Departments. Conmittee agenda and m nutes of neetings.

Di sposition: Permanent. Cut off and retire to the wWNRC

when superseded or obsolete, as prescribed for docunents
mai ntai ned in accordance Wth series 103-01.

1103 communications
1103-01 Devel opnent and Acquisition

1. Docunents devel oping telecommunications objectives,
policies, plans and progranms. These are in the form of National
Conmuni cati ons System (Ncs) instructions pertaining to the
uni fied technical planning and operational guidance. Procedural
arrangenments and reports necessary to devel op the Ncs.

2. Devel opnent of a 10-year DoD plan to inplement the NCS
plan including the budgetary requirement to acquire equi pnent and
operate the system

3. . The devel opnent of evaluation criteria to neasure the
ef f ect Iveness of the equipnment (hardware) , the prograns which
operate the equipnment (software) , and the systemfromthe
standpoi nt of reliabilit y, suitability, and security.

Disposition: Permanent. Cut off and retire to the wNRc
when superseded or obsolete, as prescribed for docunents
mal ntai ned in accordance wth file series 103-01.

1103-02 Advanced Technol ogy (pending approval )

1103-03 Resource Mnagenent (pending approval )

1103- 04 Systens (pending approval) .
1103-05 Tel eprocessi ng.

1. Policy on the conputer science aspect of teleprocessing.
Data term nal standards and operational procedures. MODEM or
Data Set criteria and selection. Networking (the technique of
opt|n12|ng service through the intelligent Iinking or renote
stations by communications |ines).

Disposition: Pernmanent. Cut off and retire to wNrc when
superseded or obsolete, as prescribed for documents maintained in
accordance wth file series 103-01.

2. Informal Liaison wth Tel eprocessing Industry. (see the
1600 series in this Instruction for additional infornmation.)
Technical literature, panphlets, price lists, and simlar data.
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Disposition: Destroy when no superseded, obsolete, or
longer needed for reference, as prescrjbed for docunents
maintained i n accordance wth file series 103-01.3.

1104 °
1104-01 Technical poliey Operations.

1. Docunents that establish DoD policy with respect to
overal | aspects of telecomunications besides wwMccs. This
| ncl udes such tel ecommunications matters as canp, post, base, and
station tel ecommunications; fixed and/or transportabl e non-DCS
telecommunications NOt organic to military forces,
t el ecommuni cati ons sécurity (COMSEC), radi o navigation, and
speci al cases.

_ 2. Files docunenting contact on telecomunications matters
Wi th organi zations external to the DoD such as the FCC. These
docunent's include such matters as assignment of frequencies,
Interference, availability of commercial networks, policy and
procedures for national conmmunications and simlar mtters.

3. Reviews, evaluations, and coordination of DoD _
operations plans and prograns in all areas or telecomunications.

Disposition: . Permanent. Cut off and retire to the wNre
when ‘superseded or obsolete, as prescribed for docunents
mal ntai ned in accordance wth fil'e series 103-01.
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1200 [Siti (NC1-330-77-11, except where otherw se

Acquisitions | \

indicated) . These files pertain to the policy and support
necessary for the effective and efficient operation of the
| ogi stic activities of the Departnent of Defense including
procurenent, production, supply , installations, construction ,
real property, facilities, housing, nai'ntenance, transportation,
di stribution, support, and related fog|st|cs servi ces.

~In no event nmay disposal be made of records on accounts,
clainms or demands involving the Governnent of the United States
that have not yet been settled or adjusted by the GAO w t hout
written approval of the Comptroller General, as required by 44
U.S. C.:3309 (reference (d)) . _ .

_ O a specialized character in the procurement field are the
title papers documenting the acquisition of real property (b¥
purchase, condemation, donation, exchange, or otherw se). hese
papers are required by the Government as long as the property
remains in Governnent hands or if it has been sold or released
conditionally or with recapture clauses. \Wen properties are
di sposed of by quitciaim deeds, this fact should be confirned
before the disposal of the title papers, since the title evidence
m ght be needed by the- Government to defend the title in the
event the properties were disposed of by deeds containing general
or special warranties.

It should al so be ascertained that the title evidence
relates only to the properties that were sold by the Governnent.
In many instances, |ands acquired by the Governnent are disposed -
of in different sized parcels, and if the Governnent retains the
title to any portion the title evidence should be retained.

Unl ess otherw se indicated, records of this series schedul ed
for permanent retirement wll be transferred to the National
Archives when 30 years ol d.

1201-01 - 1201-08 Reserved (see 103, Common M ssion Files).

1201-09 Procurenment Files. General.

_ 1. Procurement files (as described in item4., below
I nvol ving transactions as well as the initiation and devel opnent
of transactions that deviate from established precedents on
general agency procurement or to major procurenent prograns.

¥ Disposition: Pernmanent. Retire to the wNRC when 8 years
ol d.

2. Title papers docunenting the acquisition of real
1200- 1



property (by purchase, condemation, donation, exchange, or
ot herw se)

Disposition: a. Records pertaining to property acquired
after Decenber 31, 1920, other than abstract or certificate of
title, di spose of- 10 years after unconditional sale or release by
the Governnment of conditions, - restrictions, nortgages or other
liens. b. Abstract or certificate of title, transfer to
purchaser after unconditional sale or release by the Governnent
?f c??dltlons, restrictions, nortgages, or other liens. (GRS 3,
tem1) .

3.  Correspondence files of procurenent operating units
on their internal operation and admnistrate ion that are not
covered el sewhere in this schedule.

Disposition: De;troy when 2 years ol d.

4. Contract, requisition, purchase order, |ease, and bond
and surety records, Including correspondence and rel ated papers.

a. Procurement or purchase organization copy, and
rel ated papers.

(1) Transactions of nore than $25,000 and all
construction contracts exceeding $2,000.

Disposition: Destroy 6 years and 3 nonths after final
paynent (ers 3, Item3a.(l)) (reference (p)).

(2) Transactions of $25,000 or |ess and construction
contracts under $2, 000.

D sposition: D spose of 3 years after final paynment (GRS 3,
Item 3a.(2)) (referencé)(p)). Y bay (

b. oligation copy.

Dl sposition: Destroy when funds are obligated (Grs 3, [tem
3b.) (reference (p)). Y ) (

c. Copies of contracts, requisitions, |eases, and other
Bapers W th duFllcates of papers defined in item4a, above, used
y Conponent el ements of a procurenent office for admnistrative
pur poses.

Disposition: Destroy upon termnation or conpletion (GRS 3,
ltem3c.) (reference (p))

5. Files of reports on supply requirements and procurenent
matters submtted for supply management purposes gother t han
those incorporated in case files or other files of a general
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nature) , exclusive of the DoD reports reflecting procurenent
under exenptions authorized under applicable regulations.

a. Copies received fromother units for internal
purposes or for transmssion to staff agencies.

(rofeishosition:  Destroy when 2 years old (azs 3, Item 4a.)

b. Copies in other reporting units and related work
papers.

Disposition: Destroy when 1 year old (GRS 3, Item 4b.)
(reference (p)). - o

6. Records on the planning and execution of procurenent
programs, including records on prlntln?, bi ndi ng, duplicating,
and distribution or publications and other itens of supply and
paper not covered el sewhere in these schedul es.

Disposition: a. _Destroy files relating to the
acconpilsﬁnent of the job -- frequisitions, bills, sanples and
related correspondence. and papers -- 3 years after conpletion or
cancel lation of requisition (GRS 3, |tem6a.) (reference (p)).

b. Destroy manuscripts other than the official record copy ‘used
In the production phase as well as associated production

cl earances and proofs one year after acceptance of job. c.
Destroy files pertaining to publ|cat|onscfrogran1plann|ng,
production standards, costing and related records 3 years after -
supersession, conpletion or revision of the program or standard.

d. Destroy registers used to control work orders or requisitions
1 year after close of fiscal year.

1201-10 Bid files
1. Successful bids.

. Disposition: Destroy with related contract case files (see
series 1201-09) (GRS 3, |tems) (reference (p)).

2. Unsuccessful bids.

Disposition: Dispose of in accordance with the provisions
of series 1201-09.

3. Lists or cards of acceptabl e bidders.

Disposition: Dispose of when new [ist or card is nade.
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1201-11 Disposal of Surplus Property.

1. Case files on sales of surplus personal property and
real property conprising invitations, bids, acceptances,”lists of
material, evidence or sales and rel ated papers invol ving
transactions and other papers that docunent the initiation and
devel opment of transactions that deviate from established
precedents on major disposal prograns.

Disposition: a. Record copies, including related material,
are permanent. Cut off when case is closed, retire to the WNRC
after 3 years. b. Destroy duplicate and nonrecord material upon
file cut off. ¢c. Files not covered here should be disposed o
under 1202-11. 3.

2. .case files on disposal of surplus real and related
personal property (as described in 1. above).

Disposition: a. Record copies, including related material,
are permanent. Cut off when case is closed and retire to the
WwNRC after 3 years. b. Destroy duplicate and non-record
material when files is cut off.

3. Case files on sales or surplus personal property,
conprising invitations, bids, acceptances, l|ists of materials,
evi dence of sales, and related correspondence (other than those
covered in itens 1. and 2., above)

a. Transactions of nore than $25, 000.

Disposition: Destroy 6 years after final paynment (Grs 4,
ltem 3a.) (reference (p)).

bh. Transactions of $25,000 or |ess.

D sposition: Destroy 3 years after final payment (GRS 4,
ltem 3b.) (reference (p))

1201-12 standards. Records on the devel opment and
establ i shnment of standardized specifications, standards, and
nomencl ature of itens of supply used in mlitary or civilian
production and supply matters.

Disposition: a. Retire record copies, includin
devel opment papers, coordination records and other related and
associ ated record naterial 6 nonths after acceptance and
promul gation or specifications, standard item description, and
Identification for permanent preservation. b. Destroy inactive
project files 3 years after file cutoff. c. Destroy duplicate
case material used in the devel opnent of standards, _
specifications, and itemdescriptions when official pronulgation
has been made.
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1201-13 Records necessary or convenient for the use of real
property sold, donated, or traded to non-Federal ownership,
including, I f pertinent as determ ned b%/_ the rel easi ng agency,
site maps and surveys, plot plans, architect’s sketches, working
di agr ans, Prelln1nary draw ngs, blueprints, master tracings,
utilfity outlet plans, equipnment |ocation plans, specifications,
construction progress photographs, | nspection reports, building
and equi pment nanagenent and nai ntenance records, allowance |ists
as well as duplicate copies of title papers, provided: (a) the
records can be segregated w thout harmto other docunents or
enduring val ue, (D) no responsibility attached to the Government
because of disagreenent between the transferred docunments and the
physical condition of the property at the time of conveyance, and
(c) if the property i% released tor historical use or purpose,
the user” agrees to retain it and return it to the Federal
Government | nmedi ately upon the discontinuance or its use for
historical purposes.

Disposition: Transfer to new custodi an upon conpletion of
sale, trade, or donation proceedi ngs, or acceptance of purchase
nmoney nortgage (GRS 4, Itema)(reference (p))

3201-14 Facility Records. Records on overall program
pl anning on acquisition, care, maintenance, construction,
al location, transfer, and release of real property.

Disposition: a. Retire record copies 3 years after file
cutoff for permanent preservation. b. Destroy duplicate and -

?Qp-record material when file is cut off unless part of a case
Il e.

1201-15 Space Managenent. Records on the allocation,

utilization, and rel ease of space under departnental control and
related reports to the GSA.

Disposition: a. Dispose of building plan file and rel ated
department records relating to space utilization, planning
assignment and adjustnent 2 years after termnation of
ass Ignment, or when |ease i s canceled, or when plans are _
superseded or becone obsolete. b. Dispose of records supporting
and copies ofreports submtted to GSA regardi ng space occupi ed
In Metropolitan Washington and outside the District of Colunbia 2
years after annual file cutoff. c. Destroy space plan file and
related records used in spacezflann|ng, assi gnment and adj ust ment
of space allocated to the OSD 2 years after annual file cutoff.

d. Destroy record copies supporting reports subnmtted to the DoD
space control activity regard|ngﬁspace occupi ed by OSD 1 year
after annual file cutoff. e. spose of correspondence files
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relating to space and mai ntenance matters of an administrative Or
operating nature, 3 years after annual cutoff.

1202 Procurenent Files

- 1202-01 Procurenment poliecy. Records consisting of |
decisions, directives, instructions, guidelines, and squort|ng
docunentation on the initiation, developnent, and establishment
of procurement policies, standards, criteria, or guidelines.
Included are policy matters affecting new techniques and
procedures, interpretations, or published regulations, weapons
systens procurenent, tailoring of contract types, structur|n% or
uni que clauses, consistent policy application, governnent-w de
policy and proposed innovations. =~ To facilitate file access, this
file may be subdivided I Nt 0 1201-01.1 to.1201-01.9.

Disposition: a. ©Policy files are permanent. Retire to the
wNRC when superseded, obsolete, or no |onger needed for
reference, as prescribed for docunents nmaintained IAW series 103-
01. b. Destroy reproduced copi es when superseded or revised,
unl ess part of a case file. c¢c. Destroy reference copies of
matters not published by the Departnent of Defense when no |onger
required for reference.

1202-02 Procurenment Managenent. These files contain
docunents governing overal | procurenent nanagenent,
admnistrative review, and inprovenent progress, devel opment for
| nput to personnel training and career devel opnent courses.

Disposition: a. Retain review procedures until superseded,
then destroy. b. Destroy review or progress reports when
superseded or all necessary action conpleted. c. Destroy career
development and training prograns upon Inactivation.

- 1202-03 Procurenment Analysis amd Planning. These files
consi st of analyses and reports of eX|st|n? pol icies, possible
|nFroyenents and nodifications, status or foreign procurenent
Ep I cies and procedures, and matters on the U.S./Canadi an

roductions and Devel opment Sharing Program  Further
subdivisions of this file may be made by assigning nunbers 1202-

03.1 to 1202-03.9 if volune dictates.

Disposition: a.  Documents pertaining to possible
| nprovenents and nodifications na§ be dest%oyedpmhen | ncor por at ed
Into approved policy or procedure. b. Docunents pertaining to
possi bl'e i mprovenment’s which have been di sapproved may be

destroyed when 3 years ol d.

1202-04 Small Business and Economc Wilization Policy.
Policy files on small business, 1labor surplus areas, mnority
busi ness enterprise, and a mlitary procurement information
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office to facilitate access of information to the aforenentioned
activities.

Disposition: a. Policy- docunents are permanent. cut off
and retire to the WNRC when superseded, obsolete, or no |onger
needed for reference, as prescribed for papers nmaintained | AW
series 103-01. b. Correspondence, reports, studies, goal
statenment, and other records, destroy when 3 years old (GRS 3,
|tem 1_71 (reference (p)). Retire to the WNRC when superseded.
Case fi e?_ﬁre permanent. Retire to the wNrc 3 years after |ast
entry in file.

1202- 05 comtract Administration Services. Record copies of
coordinating policies” and procedural directives, focal polnt
correspondence, nonitoring of conponent contract adm nistration,
liaison matters, and plan cogni zance program These are the
wor ki ng files of the office directly responsible for contract
adm nistration and nDnltorln? of the activities of the Conponent
el ements of the Departnent of Defense.

Disposition: a. Record copies of coordinating policies and
procedural directives perta[n|n? to contract admnistration are
permanent. Cut off and retire to the WNRC when superseded,
obsolete, or no longer needed for reference, as prescribed for
Egllcy-type docunments nmintained | AWseries 103-01. b.

cuments related to nonitoring, Iiaison and plant cognizance,
cut off|JWMﬂ1 5 years old and retire to the wNrc; destroy when 15
years ol d.

- 1202-06 Defense Acquisition Regulation (DAR)_SfornerIy Armed
Services Procurement Regul ation (aspr) Commttee Files. These
are the files of the commttee tasked with preparation and
revisions of the procurement regulations that govern the
procurement activities of the Department of Defense. They
consi st of docunents of proposed and approved revisions,
coordination and staffing of changes to the regul ations, and
circulars t0 keep procurenent activities abreast of current

devel opnents. (See 1201-09 Contract Case Files and ASPSN. 2 Part

5)

[]sPosition: a. The record copy is permanent. cut off
when no [onger needed for current business and retire to the

WNRC. b. Defense Procurenment Circul ars (pecs) or changes may be
destroyed 1 year after incorporation in the manual. c.
Commttee case files are permanent and wll be retired to the

WNRC when 5 years ol d. d. Tapes of minutes can be erased after
transcription.
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1202-07 Contract support Services. These are files of

speci al Frojects on contractual matters such as special studies,

techni cal evaluations, and reviews or comercial and industrial
contract activities.

Disposition: Cut off and retire to the WNRC when 5 years
ol d; destroy when 15 years ol d.

[EEY

203 lnstallations and Housing Files, These records involving
the responsibilities of this office to budget for, construct or
acquire, administer, maintain, and dispose of installations and
housing as appropriate. plans, policies, and program

adm nistration are 1 nvolved DoDw de.

1203- 01 Pacilities Planning ana Programm ng. Docunents
on policy “criteria review, analysis, program admnistration of
such matters as housing programs (famly and bachelor) , hone
owner assi stance, real Propert , mlitary construction and

housi ng budgeting, and |egislafure.

Disposition: a. Policy is permanent. Retire to the wNRC
when superseded, obsolete, as prescribed for docunents maintained
IaW series 101-01. b. Reviews and anal yses, destroy 5 years
after supersession by later review

1203-02 Construction standards and Design. These files
contai n documents concerning physical standards and design
criteria for DoD facilities, architectural engineering
activities, cost standards, environnmental pollution control,
utility plants, and Base Master Planning natters.

Disposition: Destroy standards and design criteria 5 years
after supersession.

1203- 03 Construction Operations Files. Documents on base
devel opment, construction acquisition systenms. Here also can be
found congressional correspondence on construction.

a. Congressional correspondence.

Disposition: Record copy is permanent. Retire to the WNRC
when 3 years ol d.

b. Docunments on surveillance or acquisition.

Disposition: Destroy 7 years after last entry.

‘1203-04 Faci | ities Management Files. Admnistrative
procedures, directives, correspondence, studies required to
manage real property facilities, natural resources, and Ppublic
Domal n Lands.
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Disposition; Permanent. Cut off when superseded or

obsolete and retire to the WNRC, as prescribed for policy-type
docunents maintained | AW series 103-01.

1204 supply, M ntenance and Services Files

~ 1204-01 supply Managenent Policy. Records consisting of
deC|S|ons,_a|recthesh ?nstruct|ons,yVQU|del|nes and supporting
docunmentation on the initiation, devel opment, and establishnment
of supply policies of the Departnent of Defense. Included are
policy. matters affecting provisioning; its catal ogi ng,
distribution, utilization, and dispesal; systens effectiveness,
foreign aid, and resources for supply system operations.
Aut omat ed Logistic Systenms functions and related files as
controlled by this office.

Disposition: Permanent. Retire to the wNRC when superseded
or obsolete, as frescrlbed for policy-type docunents naintained
| AW series 103-01.

1204-02 Transportation and \Warehousi ng Policy Piles.

Records consisting of decisions, directives, instructions,

ui delines, and supporting docunentation on the initiation,

evel opment, and establishnent or transportation and warehousi ng
policy. Included are policy matters concerning traffic _
management, containerization, material handling, international -
transportation, highways for National Defense, postal
transportation, single nmanager supervision, admnistrative-use
vehi cl es, storage and warehousing, presentation, and packagi ng.
Correspondence, menos for record, and other communications are
filed wth applicable policy natters.

Disposition: Permanent. cut off and retire to the WNRC
when superseded or obsolete, as prescribed for policy-type
docunents maintained | AW series 103-01.

- 1204-03 Mai ntenance Policy Files. Records consisting of
decisions, directives, instructions, guidelines, and squortlng
docunentation on the initiating, developnment, and establ | shnent
of mal ntenance-policies of the Departnent of Defense. This
pertains to documents establishing technical concepts, criteria
and | atest technol ogy, equi pment performance, and readi ness and
support planni ng.

Disposition: Permanent. Cut off and retire to the wNRC
1200- 9




when superseded or obsolete, as prescribed for policy-type
docunents naintained | AWseries 103-01.

1204- 04 Subsistence Managenment Policy. These files have to
do with the establishment of policy nmatters on basic daily food
al  owances for the Arned Forces, food service and rel ated
systens, food equipnent, facilities, procurenent, and
distribution. ees on training and career devel opment program
for food handlers, and for the nmonitoring of food service
accounting and reporting for the Armed Services. To assist in
the discharge of those duties a DoD Food Pl anning Board is
sponsored by this office.

Disposition: a. Policy documents are permanent. cut off
and retire to the WNRC when cancelled or superseded, as
prescribed for docunents naintained | AWseries 103-01. b. Food
Planning Board mnutes are permanent. Retire to the wNrc when 5
years ol d. c. Training and career devel opnent program records,
cut off 3 years after supersession; destroy when 25 years ol d.

d. Food service accounting reports are permanent. Retire to the
WNRC When 3 years ol d.

1204-05 Petroleum Matters Files. Docunments on the DoD
petrol eum policy quidance, systens, and procedures. Inspections
reports on surveillance of industry in meeting standards and
ab|I|t¥ to satisfy defense needs. "It also contains documents on

roducts and petroleum facilities. This is also the file

ocation of the Gl Policy Commttee Wrking Goup. This
co?nlttee assists in thé fornmul ation of policy and nmanagenent
systens .

Disposition: a. Policy documents are permanent. cut off -
and retire to the wyvre when Superseded or obsol ete, as prescribed
for documents maintained |AWseries 103-01. b. QI Policy
Commttee Wrking Goup files are permanent. Cut off when no
| onger needed for current operations. Retire to the WwNRC 5 years
after cut off or when the commttee is abolished, as prescribed
for conmttee papers maintained |AWseries 103-06.1. c. _
| nspection reports may be destroyed 3 years after supersession by
a subsequent report, or when 5 years old, whichever is |ater.

1205 Production Engineering and Materiel aequisition

1205-01 Technical Director Files. Technical support
docunents for the Defense Acquisition Board (DAB), board
proceedi ngs, mnutes, etc. his board reviews and makes
recommendations on all large system acquisitions for the
Departnent of Defense. Papers that nmonitor various acquisition
programs of the Department of Defense, reports, projections
costs, test facilities, etc. Docunents on applications
?Hg|neer|ng and manufacturing technol ogy necessary to perform

'S m ssion.
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Disposition: a. Commttee mnutes and proceedings are
ermanent. Cut off when no |onger needed for current operations.
etire to the wNrc 5 years after cutoff, as prescribed for

docunent s mai nt ai ned IAW series 103-06.1 b.  Supporting
docunents may be destroyed when no | onger needed for current
ggegatlons, as prescribed for papers maintained Iaw series 103-

_ 1205-02 Shi ps, Wapons, Electronics, and Associated Systens
Files These files contain all the docunents necessary to nanage
subj ect matter acquisitions or foreign nilitary sales. They
I ncl ude devel opnment concepts, program budget deci sions, and
necessary fiscal and logistics guidance, as well as budget
pl anning figures and anroved budget data. Progress towards
meeting the planned m|estones of the DAB is also nonitored and
progress recorded in these files. Case files of special Interest
to the Departnment of Defense may be included.

g Disposition: Permanent. Retire to the WNRC when 7 years
ol d.

1205-03 Aircraft and Mssiles Files. These files contain
all the docunents necessary to manage subject matter acquisitions
or foreign mlitary sales.” They include devel opnment concepts,
program budget decisions, and necessary fiscal and |ogistics
gui dance. udget planning m | estones of the DAB are al so
nonitored and progress recorded in these files. |nspection
reports, studies, and other documents such as technical articles -
measuring industrial preparedness related to aircraft and
mssiles are found in these offices. Case files or special
interest to the Departnment of Defense may be included. Docunents
establishing priorities and allocations are also filed.

¥ Disposition: Permanent. Retire to the wNrc when 7 years
old .

_ 1205-04 | ndustrial Preparedness and Minitions Production
Files. Central files of docunents on industrial preparedness and

nunitions production. Inspections or other reports of the
ability of industry to respond to defense needs under different

postures. Docunments describing new manufacturing technol ogy,
budget Cycle input on related acquisitions, corrective actions

necessary, and status thereof.

Disposition: a. Documents relating to industrial
preparedness and munitions production aré permanent. Retire to
wNRC When 10 years old. b. Al other documents in this file,
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Retire to the wNrc when 10 years old or superseded by |ater
report; destroy when 20 years old.

2205-05 Product and Production Engineering Files. Docunents
on quality and reliability, value, and cost engineering. These
papers consist of studies, suggestions, standards, prograns, and
directives to assure reliability, a threshold of_qualltY and
val ue engineering techniques to mnimze costs wthout |oss of
quality. ~ Al'so included are papers on technical data resources,
standardi zation prograns, ainmed at reducing the variety of
product, and product part noninterchangeability.

Disposition: Cut off after 5 years, or when technol ogy or
standards are overcome by inprovements, whichever is |ater.
Retire to the wNrc and destroy when 15 years ol d.

-

- 1205-06 Managenent Evaluation and Material Control.
Studies, directives, program nanagenent papers, and
correspondence on managenent evaluation and material control.
| ncl uded are the DoD Managenent |nprovenent Program Logistics
Performance Measurenment and Eval uation System the Integrated
Engi neering System Industrial Priorities and Allocations, Inpact
determnation (such as may be caused by |abor strife or fuel
shortage) and related papers.

Disposition: Permanent. Retire to the wNrRc when 10 years
ol d or when superseded, whichever is |ater.

1206 special Assistant’s Fil es

2206-01 Plans and Prograns Files. Studies, plans,
correspondence, and directives necessary to perform objectives of
this office. Preparation of strategic studies and plans; budget
| nput, program planning, resource nanagenment, and studies of
financial aspects of DoD programs issued by or inpacting upon the
Installations and |ogistics mssions.

Disposition: Permanent. Retire to the WNRC when superseded
or 10 years old, whichever is later.

- 1206-02 International Programs. Docunents in the nature of
studies, reports, aareenents, and directives necessary for the
managenent of international prograns. Directives managing the
Mlitary Assistance Program cooperative |ogistic support
arrangenents with treaty menbers, international co-production
arrangements, NATO Armanents Production and Logistics Prograns,
International Logistics Systens, and Material | ocations - U S
vs International Requirements. These files also contain Civil
Energency Pl anning docunents involving logistic plans for this
contingency.

1200-12



Al 15, Encl. 4

Disposition: Pernmanent. Retire to the wNRC when superseded
or when 10 years old, whichever is |ater.

2206-03 I nternational Cooperative Agreenent (Ica)
Coordination Files.  These files document USD (A&T)'s role as
the approval authority for the DoD Conponents to negotiate and/or
concl ude international agreements wth foreign governments for
cooperative research, devel opment, test, evaluation , technical
data exchange, and related standardization agreenents that are
not inplemented through the Security Assistance Program
agreenents concerning cooperative or reciprocal |ogistical
support, . I Nncluding shared use of _ equi pnent, facilities , and
services, “except for uni-Service matters; and coproduction ,
licensed production, and related standardization agreenents that
are not 1nplenmented through the Security Assistance Program
These files forma record of Dol Commerce Departnent/State
Departnent coordination on all proposed |CAS. They consist of
requests from the Conponents for authority to negotiate and/ or
concl ude an zca which include a draft text of the proposed
agreenent, a |egal menorandum explaining the [egal basis of the
| CA, a fiscal nenorandum a technol ogy assessnment and control
Plan (Ta/cp) , an industrial base factors analysis, and a
del egation of disclosure authority letter (ppL) ; staffing and
coordi nation nmenoranduns; and del egations of authority to
negotiate and/or conclude the agreenents. Al so included are
requests from DSAA for USD (A&T) coordination for their
International agreenents; requests fromthe State Departnent
é;()rqular 175 requests” ) for DoD comrents on | CAS between other -

ecutive Branch agencies and foreign governments; and
Notifications of Loan Agreements and Project Agreements fromthe
DoD Conponents. [Note: These files are not to be confused with
the international agreenent files maintained by the DoD General
Counsel (402 -05 ) or the agreenent files described under the
common m ssion series 103-04. |

D sposition: a. Delegations of authority and other
docunents that state the OSD position on any of the above matters
are permanent as well as any substantive correspondence that
documents the coordination process. Retire to the Washington
Nati onal Records Center (wNRC) When superseded, obsolete, "or no
| onger needed for current business, as is authorized for policy~
type files maintained in accordance wth series 103-01.1 and .

b.  Background -materials and correspondence of a transitory
nature nmay be destroyed when no |onger needed for reference
purposes, as 1S authorized for such docunments when maintained in
accordance with series 103-01. 3.
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1207 , Admnistrative Matters

1207-01 Executive Office Files. Docunents necessary for the
general administration of this office. Included are the budget
preparation, personnel assigned, travel arrangenments, message
center, review of correspondence, and program surveillance.

See the respective 103-series files for
budget, personnel, nmessage and correspondence review.

_ 1207-02 Industrial Managenent and Logi sticS Audit.
Directives, studies, and correspondence reports required to
manage the aspects of Installations and Logistics (1&L)
functions. re are filed inspections and audit reports both .
I nternal |y administered or concluded by GAO nanagenent systens,
directive procedures and reports; follow up correspondence to
audit reports, check-of f procedures, exchanges wth the GAO and
simlar material.

1. Directives and pelicy on Managenent Systens.

Disposition; Permanent. Cut off and retire to the WNRC
when "superseded or obsolete, as prescribed for policy-type
docunents maintained | AWseries 103-01.

2. Audit reports.

Disposition: - Retire to the wNrc 2 years after file is
cIosedliyd al | proposed action is conpleted. Destroy when 10
years ol d.

1207-03 Logistics system Ofice. These files contajn
docunents necessary to coordinate logistic function in the
Department of Defense; to fornulate poD Logistics plan W th | nput
from Conponents; to develop, establish, and promulgate |ogistic
policy wth the assistance ofthelogistics Systems Policy
Comm ttee, to sponsor the commttee, keep its mnutes and working
papers; and to initiate a research program and technical system
support . The files consist of reports, policy directives,
studies, correspondence and the I1ke to acconplish these tasks.

D sposition: a. Retire policy docunents to the wNrc when
superseded or obsolete, as prescribed for papers maintained | AW
series 101-03. b. Conmittee minutes are permanent. cut off
when no longer needed for current operations. Retire to the WNRC

when 5 years old, as prescribed by docunents naintained | AW
series 103-06. 1.

1208 O fice of Econom ¢ Adjustnent Files

1208- 01 Economic Inpact Mnimzation Files. These files
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contain studies, reports, correspondence, evaluations of the
econom ¢ inpact of proposed or suggestgd base cl osures, reduction
progranms, special problems studies, and possible changes in
procurement prograns.

‘Disposition: a. Studies, reports, and correspondence
relating to base closure and reduction proPrans which are the
subj ect of congressional or w despread public interest are
perimnent. Refire to the WNRC when 5 years old. b. Oher
files, such as special problens studies and possible changes in
procurenent prograns, cut off when 5 years old and retire to the
WNRC; destroy when 20 years old.

1209 Enerqy Environment and Safety

- This office coordinates and directs the efforts of the .
various subordinate offices herein described. Cenerally, it is
charged with coordination for the Departnment of Defense, with the
Counci| for Environnmental Protection Agenc% (EPA) on matters
related to the environnmental prograns of the Departnent of
Defense. This office is also charged with. coordination W th the
H ghway Traffic Safety Admnistration, National Transportation
Safety Board (NTsB), and Federal Aviation Admnistration (FAA) on
matters related to the occupational health and safety prograns of
the Department of Defense. Mst of these matters originated with
national laws that are inplemented by Federal regulations
pronul gated by the above agenci es.

1209-01 Environmental Quality. Docunments exam ning every
DoD action that may have environnental ramfications to include
anal yses of the inpact and consideration of courses of action.
Exanpl es are base closures, realignnents, exercises, operations,
construction projects, and-land use planning. Documents W thin
this category include:

1. Policy Issuances.

Disposition: Permanent. Cut off and retire to the WNRC
when superseded or obsolete, as prescribed for docunents
mai ntai ned | AWseries 103-01.

2. Procedures, methodol ogies.

Disposition: Destroy when superseded or obsol ete.

3. Environnental |npact Assessnents (EIa).

Disposition: Destroy 1 year after conpletion of the matter
assessed.
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a. Environnental |npact Statenents (EIS).
Disposition: Destroy 1 year after conpletion of the action.
b. Draft and/or Final.

. Disposition: Destroy 7 years after conpletion of the
action.

4. Negative declarations.

Disposition: Destroy after 1 year.
5. Status reports.

Disposition: Déstroy after Envi ronment al, | npact Assessnent
and/ or Environmental Inpact Statenment is submtted.

6. Annual environnental report incident thereto.

Disposition: Permanent. Retire to the WNRC when 5 years

old .

, 1209-02 air Prograns. DoD.PfogranB devel oped ang Rojicy
direction i1 nplementing air pollution abatement; the i1dentity” of
all emtters and nonconpliance najor and mnor sources,
monitoring the service efforts to bring into conpliance.
|dentification of activities requiring Air Pollution Episode
Plans and the assurance that necessary coordination has taken

|ace with local and State officials. ome examml es are prodrans
o control open burning of nunitions, s§|ps snogg and tubg J

bl ow ng, coal conversion and jet engine test cells. pocunents in
this category include:

1.  Policy issuances, directives.

Disposition: Permanent. Cut off and retire to the WNRC
when superseded or obsolete, as prescribed for documents
mai ntai ned | AW series 103-01.

2. DoD comments to proposed Federal regulations.

Disposition: Destroy 5 years after final regulation is
pronul gat ed.

3. Conpliance status on National pollutant D scharges
El i m nati on System (NPDES).

Disposition: Destroy after 5 years.

4 Status reports on conpliance, schedules, and programs
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for conpliance with Federal |aws and regul ations.
Disposition: Destroy after 5 years.
~ 1209- 03 water Pollution Abatenent. Prograns devel oped and
policy direction inplenmenting Federal regulations Perta|n|ng to
the Water Pollution Control Act (weca) , the Coastal Zone
Managenment Act ( czMa) , Section 101 of the Safe Drinking Water Act
(spwa) .  Docunents in this series iInclude:

1. Policy issuances, directives.

Disposition: Cut off and retire to the WNRC when superseded
or obsolete, as frescrlbed for policy-type’ docunents maintained
| AWseries 103-01.

2. DoD comments on proposed Federal regulations.

Disposition: Destroy 5 years after final regulation is
pronul gat ed.

| 3. Spill Prevention Control ahd Countermnmeasures (spcc)
pl ans.

ispesition: Permanent. Transfer to the wNrRC when
superseaea.

4. spill contingency plans.

Disposition: Permanent. Transfer to the WNRC when
superseaeé.

. .5 Conpliance status on National Pollutant Discharges
El i m nation System (NPDES )

Disposition: Destroy after 5 years

6. Status reports on conpliance, schedules and prograns for
conpliance wth Federal |aws and regul ations.

Disposition: Destroy after 5 years.

1209-04 Solid waste Management. The Do roaram to conol
with the Solid waste Di sposal gA(:t_of _19J/'] ; pcﬁ ipcygi n relati on {o
the Act, the inplenentation of guidelines and the estimtion of
costs . This includes source separation prograns, the storage and
collection of waste such as netal and paper, the resource

recovery facilities, thermal processing of waste, and the
beverage container policy.
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Disposition: Permanent. Cut off and retire to the WARC
when superseded or obsol ete, as prescribed for policy-type
documents maintained | AWseries 103-01.

1209-05 Categorical Programs. The devel opnent of DoD

gui delines and policy directives to conply wth Federal

regul ations issued pursuant to the Radiation Health and Safety
Act of 1968, the Noise Control Act of 1972, and the Federal

| nsecticide, Fungicide, Rodenticide Act of 1972.

Disposition: Permanent. Cut off and retire to the wNRcC
when superseded or obsolete, as prescribed for policy-type
docunents maintained | AW series 103-01.

1209- 06 Safety amd occupational Health.

1. Policy and guidelines for DoD inplenentation of
Qccupational Safety and Health Act (OHSA) of 1970, Executive
Order 11807 and appropriate Federal regulations.

Disposition: Permanent. Cut off and retire to the wNRC
when superseded or obsolete, as prescribed for policy-type
docunents maintained | AWseries 103-01.

2. Coordination -with and comments to OsHA, NTSB, FAA on
proposed standards and regulations, as well as periodic
statistical reports.

Disposition: Destroy after 5 years.

3. Inspection, abatenent, reporting, and budget guidelines -
for DoD activities.

Disposition: Destroy after 5 years.

1209-07 Energy Ppoliecy (NC1-330-79-4)

1. Docunments on preparing, coordinating, issuing,

and interpreting policy, directives, regulator% | nstructions, and
conparabl e records on the energy programin DoD.

Disposition: Permanent. Cut off and retire to the wNRC
when superseded or obsolete, as prescribed for policy-type
docunents naintained | AWseries 103-01.

2. Studies reports, analyses made to nmeasure energy
conservation, and the effectiveness or current practices or
proposed pl ans.

Disposition: Retire to the wNRC when superseded; destroy
when 15 years ol d.
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3. NATO Energy Files. Docunents related to the operation
of the Central Europe Pipeline System( CEPS ) .

a. Documents that nonitor the NATO Tariffs and NATO
Budget. These consist of copies of charges paid for pipeline

storage and transportation, as well as payments for repairs and
mai nt enance, and copies of the contributions of each NATO nation

towards these expenses.
Disposition: Destroy when 3 years old.

~b.  Docunents that recomend policy on the CEPS
operations.

- —_ -

Disposition: Permanent. Cut off and retire to the WwNRC
when superseded or obsolete, as prescribed for policy-type
docunments maintained | AWseries 103-01.

4, Defense Energy |nformation System (DEIS) (NC1-330-81-9) .
This is a machine-read-tile record f ile which is tape-resident.
The records consist of inventories of energy products at mlitary
Installations, the rate of consunption, issue receipts, and
transfers.
a. Magnetic Tapes.

_ Disposition: Permanent. Transfer to the National Archives
In 5-year blocks when nost recent records are 10 years old.

b. Hard-copy reports.

[]sFosition: Retire one copy of each report to the WNRC
when no longer required for reference; destroy when 15 years ol d.
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1300 Defense Research and Enqineering (NC1-330-77-15) . These
files relate to research and engineering (R&E) and pertain to:
Scientific and technical matters: basic and applied research:
devel opments, tests and eval uations of weapons systens, design
and engineering, for suitability, producibility, reliability,
maintainability , and materials conservation; and environnental
Sservi ces.

1301-01 - 1301-07 Reserved (see Common M ssion Files)

1301-08 Program Files. Docunents that describe in a
narrative way the objectives of the program the requirenents,
characteristics, time, schedules including mlestones, financial
pl ans, proposals and contracts, the nonitoring of the program and
rel ated papers necessary to manage the program  These are
generally case files of major inportance.

Disposition: Permanent. Transfer to the wNRc 5 years after
p{ggram conpletion. Make available to the NARA when 30 years
ol d.

1301-09 Project Case Files. These are generally nmaintained
at the laboratory or conparable |level, reflecting a conplete
history of each project from devel opnent, design, and testing, to
complet ion. They include (when created by agency personnel or
recelved fromcontractors ) for research services wth addenduns;
project cards; technical characteristics; test and trial and
phot ographs considered to be essential to docunent designs,
modi fications, and engineering devel opments; technical and
progress ‘reports; notice or conpletion or cancellation, reference
to the location of prototype models, films or other items too
bul ky for inclusion in these files; and course of action taken on
a project. These files are Penerally_retalned by the Mlitary
Services who admnister the [aboratories such as the Naval
O dnance Laboratory.

Disposition: Permanent. Retire to the wNrc 5 years after
program conpletion. Transfer to the NARA when 30 years ol d.

1301-10 Admnistration of Projects. Lists, card indexes, or
other media ref letting in an abstract conprehend ive manner
Individual pro | ects admnistered by the OSD.

Disposition: Permanent. Transfer to the wnrc when 5 years
old. Mke avallable to the NARA when 30 years ol d.

1301-11 Laboratory notebooks on technical and scientific

data "accumul ating from the conduct of research and devel opnent.
These are nostly found in |aboratories under the admnistration
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of a conponent commander. The OSD volune is estimted at |ess
than 5 cubic feet per year. See note under item 1301-09.

1. Notebooks containing data determned by conpetent
scientific or technical personnel either to be duplicated in
technical reports or elsewhere in project case files, or to be of
such a routine or fragmentary nature that their retention would
not add significantly to the project file.

~Disposition: Dispose of 6 nonths after conpletion or
termnation of the related project or projects.

2. Notebooks whose data has not been duplicated el sewhere
and whi ch woul d add significantly to the project file. The OSD
volume is less than 1 cubic foot per year.

Disposition: Permanent. TIransfer to the WANRC when 3 years
after p{ggran1conplet|on. Make available to the Nara when 30
years ol d.

| 1301-12 Technical Report Files. ConS|st[n% of an official
file copy of each technical report, or unpublished nanuscript or
a report, prepared in connection wth a project, article
reprints, terminal narratives, statistical and graphic
conpi | ations, sunmarizations, and anal yses.

Disposition: Permanent. Transfer the final official report
to the wNre 3 years program conpletion. Mike available to the
NARA when 30 years old. Retain other technical file material for
3 years, then destroy.

- 1301-13 Drawing and Specification Files. Consisting of an -
official file copy of each drawi ng and specification showing
final testing and technical characteristics of items devel oped.
Most of these records are in the custody of the Conponent
commander s.

Disposition: Permanent. Transfer to the WNRC 3 years after
program conpl etion. Mke available to the Nara when 30 years
old. Volume is small for OSD; estimated at |less than 5 cubic feet
per year. See note under Section 1301-09.

1301-14 Correspondence files of a general admnistrative or
housekeeF|ng nature (exclusive of papers contalnln% scientific or
%echn|f? d?ég% mai ntai ned by offices other than those referred

oinltem .

Disposition: Destroy when 2 years ol d.

1301-15 Project control files consisting of copies of
documents contained in project case files, prelimnary sketches,
draw ngs, specifications, and photographs determ ned by conpetent
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scientific and technical personnel, not to be determ ned by
sufficient value for i1ncorporaticon in prﬂyect case files, and
correspondence concerning such admnistrative n%tters as travel,
conferences, consultations, and transmttal of docunents.

Di sposition: Dispose of upon conpletion or cancellation of
projects or earlier, as they serve their purpose.

130116 Sunmary progress reports submtted by |aboratories
or ot her pro*ect offices to show the initiation and degree of
conpletion of projects, and consolidated reports prepared

therefrom
1. Copies of reports retained by reporting of fices.

Disposition: Dispose of 1 year after conpletion or
cancel lation or related projects.

2. Feeder reports used for conpilation or consolidated
reports, except as indicated in 3. below

Disposition: Dispose of upon subm ssion of consolidated
reports.

3. Consolidated reports, consisting of an official file
copy of each consolidated report and any feeder reports used for

preparation thereof containing technical or scientific data not
fully docunented in the consolidated reports.

A

Di sposition: Permanent. Make available to the NARA when 30

years ol d. o

1301-17 Unsolicited Proposals. (Nci-330-81-6)
Correspondence records from individuals proposing the use of
their 1nventions or suggestions to inprove the Defense
Department. Files consist of case projects including, if
warranted, feasibility studies and Investigations.

1. Accepted sngestions or

| nventions of a significant
nature, Which coul d it

|
ater result in litigation.

Disposition. Permanent. Transfer to the wNrc 3 years after

case is closed. Ofer to the NARA when 30 years old.

2. Rejected su?gestions or inventions of a significant
nature, which could later result in [itigation.

- Disposition: Transfer to the wNrc when 3 years after |ast
action. Destroy when 30 years old.
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3. Rejected suggestions or inventions of a significant
nat ure.

- Disposition: Transfer to the wNrc 3 years after |ast
action. Destroy when 7 years ol d.

1301-18 SALT support . Scientific and engineering support
docunments directed towards current strategic policy issues
associated wth discussion alternatives in SALT and, in addition,
scientific and engi neering support docunents directed towards
current strategic policy issues associated with a conprehensive
&%%t ban treaty and nutual bal anced force reductions wth the

Disposition: Permanent. Transfer to the wWNRC when obsol ete
or superseded. Make available to-the Nara when 30 years ol d.

1301-19 Chronol ogi cal Reading Files
Disposition: See Section 102-16.
1301- 20 Congressional Correspondence.
Disposition: See Section 102-18.

1301-21 Transitory MNaterial (Nci-330-80-5). Transmttal
documents that add no siagnificant infornmation to material
transmtted; routine requests for information, publications, or
suppl i es; docunents correcting reports or other mnor corrections
to records; and courtesy or informational docunents that are not
needed to docunent specific functions or actions but are of
reference value to the office.

Disposition: Destroy 3 nonths after nonthly cutoff, or when
pur pose has been served, Wwhichever s sooner.

1302 special Boards and Comm ttees

1302- 01 Defense Science Board. Advises the Secretary of
Def ense through the uspr&e on scientific and technical mafters of
Interest to the Departnment of Defense. Studies directed towards
scientific and technical aspects or EFeC|f|c_strateg|es, tactics,
and policies as they may affect the U S. national defense
post ure.

Disposition: Pernmanent. Transfer to the wNRC when 5 years
old. Make available to the NARA when 30 years ol d.

. 1302-02 Net Technical Assessnent.

1. Documents consisting of assessments of current and
projected U S. and foreign mlitary capabilities and evaluating
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the differences. Docunments that develop or provide for the

devel opment of specific net assessnment of current and projected
U.S. and foreign najor weapons systens.

Disposition: Permanent. Transfer to the WNRC 5 years after
superseded by nore current analysis. Make available to the NARA
when 30 years ol d.

2. FEvaluation reports on the subject of mlitary needs and
prograns based on existing or potential threats reveal ed by
Intelligence analysis.

Disposition: Permanent. Transfer to the wNrRc 5 years after
super seded by nore current analysis. Mike available to the NARA
when 30 years ol d.

_ 3. Docunents that exam ne inteIIiPenpe reports and
| dentify voids that require further analysis in the area or
f oreign mlitary assessnent.

- Disposition: Permanent. Transfer to the wNrRc 1 year after
S|tuat|Fg has been renedi ed. Mke available to the NARA when 30
years ol d.

1303 Test Evaluation Files

1303-01 Strategic wNaval and c31Systens. Reviews of test
and eval uation (T&E£§ plans submtted by the armed services and
assessment of results. Docunents that nmonitor T&ES conducted by -
the services for the Defense Acquisition Board (DAB) prograns.
Reports to the Deputy Secretary of Defense at critical mlestones
of the T&E cycle. Docunents on the tests and eval uation of

foreign systens for possible DoD use.

Disposition: Permanent. Transfer to the wNrRC 3 years
after p{ggran1conplet|on. Make available to the NARA when 30
years ol d.

1303-02 Test Facilities and Resources.

1. Docunents providing policy direction and planning
gui dance concerning the operations and assignment of test
programs of the national and major service ranges such as the
weapons ranges,- Wite Sands Mssile Range, Proving Gounds, Ar
Test Centers, etc.

Disposition: Permanent. Transfer to the WNRC when
ﬁ%perse ed or obsolete. Make available to the NARA when 30 years
old .
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2. Reviews examning the adequacy of the ranges to neet
requi rements and directives that ensure the avoidance of
duplication. Reports examning the conpliance and review ng the
adequacy.

Disposition: Destroy 5 years after supersession by a nore
current review or directive.

3. Record docunments of the Major Range and Test Facility
Commttees. Menberships, charters, agendas, reports, and m nut
or meetings.

€S

[XsEositiQn: Permanent. Transfer to the wNRc when 5 years
old . Mke Available to the NARA when 30 years ol d.

- 1303-03 Tactical"Air and Land Warfare. Docunents which
review Tactical Systems T&E plans, nonitor their progress and
assess the results. Documents that initiate and coordinate joint
T&E programs. Reports at critical mlestones.

Disposition: Permanent. Transfer to the wNrc 3 years after
p{ggran1conplet|on. Make available to the Nara when 30 years
ol d.

1304 Program Control and Adm ni stration
1304-01 Program Control
1.  Documents on all progranmng and financial activities
connected wth the RDT&E pro?ran1|nclud|ng reprogranm ng
e

requests, the release of deferred funds, and requests fromthe -
Ener gency Fund.

Disposition: Permanent. Transfer to the wNrc 3 years after
p{ggran1conplet|on. Make available to the NARA when 30 years
ol d.

2. Program Index of responsibility and programm ng system
records.

_Disposition: Permanent. Transfer to the wNrc 3 years after
pﬂfgran1conplet|on. Make available to the NARA when 30 years
old .

3. Arrangenents for conputer support for USDR&E activities.
These are in the nature of agreenments to use boofacilities on a

shared basi s.

Disposition: Destroy 1 year after termination of agreenent.

4. Docunments on across-the-board technical support
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prograns, general purpose mlitary construction projects, R&D
manpower, and formal reviews of all prograns.

Disposition: Permanent. =~ Transfer to the WNRC 3 years after
plrggram conpl etion. Make available to the NARA when 30 years
ol d.

5. Managenent reports and technical infornation.
Disposition: Permanent. Transfer to the wNRc 3 years after

plrdogram conpletion. Mke available to the Nnara when 30 years
old .

6 . New legislation originated wthin * USDR&E.

Disposition: Pernanent. Transfer to the wNre 3 years after
plrdogram completion. Mke available to the NARA when 20 years
old .

7. Focal point for GAO reports.

Disposition: Pernmanent. Transfer to the wNrc 3 years after
plrdogram conpletion. Mke available to the NARA when 20 years
old .

1305 Acqui Sition Poliey

1305-01 Planning. Docunents that advise on the _
determ nation and devel opnent of required plans and policy for -
the effective and efficient nmanagenent of the R&D requirements
generating process, area coordinating papers, devel opment concept
apers, and systens engineering. Policies and staff supervision
or operation of the Defense Systems Management Col | ege.

Disposition: Permanent. Transfer to the wWNRC when obsol ete
or superseded. Make available to the NARA when 20 years ol d.

1305-02 Systens Acquisition. Docunments devel opi ng positions
for review by the DAB. Documents coordinating the work of the
various off Ices in the uspreE in the preparation of justification
for a systemacquisition. Briefs and defenses of systens
acqui si tions.

Disposition: Permanent. Transfer to the WNRC when
of)aoLete or superseded. Make available to the Nara when 30 years
ol d.

1305-03 Engi neering Policy
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1. Docunents establishin? engi neering policy and standards,
particularly in regards to performance criteria, reliability,
mai ntainability, and survivability.

Disposition: Permanent. Transfer to the wNRc when obsol ete
or superseded. Make available to the Nara when 25 years ol d.

_ 2. Documents that review maj or prograns for conpliance
wi th sound engineering practices.

‘Disposition;: Destroy 5 years after program conpletion.
1306 Research and Advanced Technologqy

1306-01 Electronics and Physical Sciences. Reviews,
anal yses , and eval uations of DoD technol ogy prograns in
el ectronics, associated solid state physics, electronic
devel opment, and conputer and communi cations applications.
Documents that nonitor the related plans, policies, and
procedures of the MIlitary Departnents to ensure effective
| npl enentation. Technical reviews of projects in the physical
sciences. Assessnents and policies concerned with DoD sponsored
research carried out by industry or educational industry or
educational institutions. Reviews and eval uations of the DoD
Resear ch Program

Disposition: Permanent. Transfer to the WNRC when obsol ete
or superseded. Make available to the NARA when 30 years ol d.

1306-02 Environnental and Life Sciences. Reviews, analyses,
and eval uations of DoD progranms in the area of medical and life
scliences, environmental sciences, social and behavioral sciences, -
chemical Warfare, and biological defense. Docunments that nonitor
the pl ans, policies, and procedures of the Mlitary Departnents
to ensure inplenentation. Reviews and eval uations of the DoD in-
house | aboratories.

Disposition: Permanent. Transfer to the WNRC when obsol ete
or superseded. Make available to the nara when 20 years ol d.

1306-03 En |neer|nP Technol ogy.  Reviews, anal yses, and

eval uations of technical content and responsiveness in

engi neering requirenments. DoD technol ogy programs in area of

ai rframes and aerodynamcs, aircraft, rocket and mssile

PFODU|SIOH, materials and structure, gui ded weapons ordnance and
and and sea vehicles. Docunents that nmonitor the nmanageri al

plans, policies, and procedures of the Mlitary Departments to

ensure effective inplementation of correct engineering

t echnol ogy.

Disposition: Permanent. Transfer to the wNrc when obsol ete
or superseded. Make available to the Nara when 30 years old
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1307 strategic and Space Systems

1307-01 Defensive Systens Files. Reviews and eval uations of

mlitary programs and proposals for R&D that woul d provide for
strategic defense against attack; aircraft and antimssile
systens, air-defense ground environnent systens, conmunications

and display required tor effective control, and related

devel opnent's. Space-based systens, including surveillance,
tracking, mssion assessnent; active defense neasures and related
devel opments.  Recommendations for appropriate action and funding
o¥ gl} such prograns. Studies and plans to nmeet the future needs
of defense.

Disposition; Permanent. ‘Transfer to the WNRC when obsol et e
or superseded. Make available to the NARA when 30 years old.

1307-02 O fensive and Space Systens. Reviews and
evaluations of mlitary prograns and proposals for R&D for _
strategic attack to include mlitary space systems used for their
control. Plans and recommendations for appropriate action and
funding for such prograns.

Disposition: Permanent. Transfer to the WNRC when obsol ete
or superseded. Mke available to the NARA when 30 years old.

- 1307-03 Advanced Systens. Reviews and eval uations of

mlitary progranms and proposals for space and advanced systens
such as radi ation weapons, tactical warning, air-breathing _
vehicles, and orbit to orbit. Studies and anal yses of potential -
future problens in maintaining effective forces.” Planning and
budget i ng docunents for assigned prograns.

Disposition: Pernmanent. Transfer to the WNRC when obsol ete
or superseded. Make available to the NARA when 30 years old.

1307-04 Cruise Mssile Systens (NC1-330-80-5).

1. Reviews and evaluations of mlitary programs and |
proposals for cruise mssiles and associated platforns including
alr, sea, and ground-|aunched conventional and nuclear arned
cruise mssiles and aircraft, ships, submarines and ground
systens to support their |aunch.

2. Studies and anal yses of potential future problenms in
mai ntaining effective forces.

3. Planning and budgeting docunents for assigned prograns.
Disposition: Permanent. Transfer to the WNRC when obsol ete
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or superseded. Mike available to the NARA when 30 years ol d.

1308 ‘ Tactical Warfare Programs

1308-01 Air warfare Files. Plans for the allocation of
devel opment resources between air warfare, deep-strike, counter-
al r, defense suppression, and tactical reconnaissance. Docunents
that manage the coordination, and that propose a devel oprment

budget. Reviews of devel opnment and pro ot¥pe production _
gct|V|t|es conducted under the authority of the Area Coordination
apers.

Disposition: Permanent. Transfer to the WNRC when obsol ete
or superseded. Make available to the NARA when 30 years ol d.

1308-02 | and warfare Files.- -Plans for the allocations of
devel opment resources between the various areas conprising |and
warfare: clese combat, fire support, field army air defense, and
battl efi el d surveillance. Documents managi ng the preparation and
coordi nation of major development activities in |and warfare.

Revi ews of devel opnent and prototype production conducted under
authority of the Area Coordination Papers. Recommendations for a
budget for specific |and warfare devel opnents.

Disposition: Permanent. Transfer to the WNRC when obsol ete
or superseded. Make available to the NARA when 30 years ol d.

1308-03 Naval Warfare (Fornerly known as QOcean Control).
Plans for the allocation of devel opnent resources between the
various areas conprising naval warfare: f|eet offensive
operations, antisubmarine warfare, and ocean surveillance. _
Docunent s nmanagi ng the preparation and coordi nation of major -
devel opment activities in naval warfare. Reviews of_ devel opnent
and prototype production conducted under authority of the Area
Coordi nati on Papers. Recomrendations for a budget for specific
naval warfare devel opnents.

Disposition: Permanent. Transfer to the wnrc when obsol ete
or superseded. Make available to the NARA when 30 years ol d.

1308-04 Arrmament and/or Minitions Requirenents and
Devel opnent (arMap) Fi | es (Nc1-330-80-5). Docupents relating to
t he devel opment of harnoni zed requirenents which fulfill nor
than one Service’s nunitions and associated subsystem needs, and
the achievement of interchangeability with nunitions in use or
pl anned use by NATO Allies. Included are: recomendations for
resolving joint service standardization problens; devel opnent of
gui delines for standardization of requirements in nunitions and
associ ated equi pnent; recommendations concerning nunitions
devel opment, production, or nmodification; identification of
munitions areas where additional deyeIanent woul d 1 nprove
standardi zation probability, operational effectiveness, and
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conpatibility: and eval uation of programs for mnunitions likely to
be In existence in the future,_anaFyS|s of problem areas and
opportunities to converge requirements and make appropriate
recommendations for joint-use.

_ﬂg%;xﬂjiiﬂL Permanent. Transfer to the WNRC 5 years after
cutoff of current files. Make available to the NARA when 30
years 0l d.

1309 Interpational Programs. Docunents providing guidance and
technical direction to international R& efforts through

expl oration and establishment of cooperative research,

devel opnent, and production progranms wth US. Alies for weapons
systens to Increase commonal ity, inmprove ef f activeness, reduce
duplications and redundancy, and real i ze cost savings.

Disposition: Permanent. Transfer to the WNRC when obsol ete
or superseded. Make available to the NARA when 30 years ol d.

_ 1309- 01 Case record docunmenting the DoD position on export

| i censes proposed by the Departnment of Commerce for foreign
trade, or b¥ the Department of State, 1f a foreign governnent is
| nvol ved. hey involve the sale or trade of U S. technol ogy
and/ or products of a technical nature that may be Defense-
related. The record copies of these licenses are retained by
Commerce or State, as appropriate.

Disposition: Convert to mcroformand destroy the hard copy
when ascertained that reproduced copies are adequate substitutes
for the paper records, and filmed in accordance wth standards in.
[41 CFR 101-11.506 (reference (f)). Transfer the mcrofilmto
the WNRC when 5 years old. Destroy when 10 years ol d.

1309-02 Foreign Scientist Case File. Case files on foreign
ntists accunulated in connection wth DoD progranms under
whi ch forel ?n scientific personnel Were encouraged to emgrate to

the U S Files include conpleted applications, correspondence

sci e
| C
e . . . .
wth potential enployers, records accunulated in connection with
cu
P

security clearance investigations, travel orders, household goods
shi pment records, and other nmaterials.

Disposition: Ofer all records to the NARA for a
determnation of historical value when 15 years ol d.

1. Records of historical value.
Di sposition: Permanent. Transfer to the NARA
2. Al other records.

Disposition: Tenporary. Destroy when 15 years ol d.
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1400 program analysis and Eval uation (Nc1-330-77-3, except where
indicated) . Program Analysis and Evaluation (PA& ) participates
In _the devel opnent of policies, plans, and guidance upon which
DoD prograns are based through: performng anal yses and

eval uations of plans, prograns, and budgefs in relation to U S
defense objectives, projected threats, allied contributions,
estimated costs and resource constraints; developing and .
eval uating alternative program proposals to rectify deficiencies;
|n|t|at|n? actions to ensure the Departnent’s prograns adhere to
the Secretary’s policies and pronote achievement of national
security objectives; review ng, analyzing, and evaluat|n?
prograns for executing approved policCies; ensuring that the costs
of DoD programs are presented accurately and congl etely. A's
assesses the effects of DoD spending on the U S. econony, an
eval uates alternative policies to ensure that the DoD program can
be inmplemented efficiently. Provides |eadership in devel oping
and pronoting inproved analytic tools and nethods for analyzing
national security planning-and the allocation of resources.

Unl ess otherwi se indicated, all files described in this section

w il be transferred to NARA after 30 years.

401 Reserved.

[

1402 strategic and svace Programs Files., This office analyzes
and eval uates the cost and operational effectiveness of
alternative prograns for strategic strike (i.e., strategic

nucl ear and conventional offensive forces) ; strategic defense;
theater ballistic mssile defense, space systens (including
satellites, launch vehicles, and ground support) ; strategic
comand, control, comunications and intelligence §cxn syst ens;
def ense-wi de ¢3 systems; chem cal and biol ogi cal defense;

chem cal stockpile destruction, science and technol ogy; arns
control conpliance and verification; and nuclear
nonproliferation.  Consequently, it reviews and devel ops
?Légéngﬁéggs to Service, Defense Agency, and OSD proposals in

1402-01 Strategic strike and Arms Control Prograns. These
files contaln anal yses and evaluations of U S. strategic force
posture reguirenents, including inter-continental ballistic
m ssi |l es (IcBMs), submarine-launched ballistic mssiles (SLeMs) ,
cruise mssiles, short-range nuclear attack mssiles, and

strategic bonbers. The files also contain anal yses of the
Implications of the Strategic Arms Reduction treaties (START) and

otnher agreenents and proposals related to present and future U.
S. and Soviet strategic capabilities, and analyses of the
strategi c bal ance.
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Disposition: Permanent. Cut off and retire to the wNrc
when superseded or obsolete, as prescribed for docunments
mal ntai ned in accordance wth series 103-01.

1402-02 Strategi c Defensive andSpace Prograns. These files
contain anal yses and evaluations of U S. strategic defensive
force postures and requirements, including strategic and theater
bal listic mssile defense, space defense, strategic air defense,
chemical and biol ogical defense, civil defense, Space-based
attack warning and surveillance, defense-wide C3, and_strategic
command, control, communications, and intelligence. The files
al so contain analyses and eval uations of space support prograns.
Final ly, they_conta|n_analyses of U S. plans for chem cal
weapons dem litarization.

Disposition: Permanent. <cut off and retire to the WNRC
when superseded or obsolete, as prescribed for documents
mai ntained in accordance with series 103-01.
super sessi on.

1403 Resource analysis Files. These files docunent the
execution of PAGE' s responsibilities for the Defense Resources
Board (prB) Program Review and other simlar reviews. They
contain cost analyses in support of the Planning, Progranm ng,
and Budgeting System (ppBs) and the Defense Acquisition Board
(DAB) as well as studies and anal yses of defense resource and
econom ¢ issues.

1403-01 Force and Infrastructure Cost Analysis. These files
document St udi es of operating and support (o&s) costs for major
weapons systens and the methodol ogies for estinmating force
structure costs. The files also contain analytical cost _
estimates for the issues related to force structure alternatives,
reviews of O&S cost estimates for all weapon systems and full
life cycle costs for strategic mssile systenms and combat
vehicles submtted for mlestone and program reviews by program
of fi ces and service | ndependent cost agencies. Docunents the
collection and reporting of actual Q&S costs by weapon system
through the ‘'Visibility and Managenent of Operating and Support
Costs™ (VAMOSC) program Al so docunents anal ytical and
adm ni strative support for the progranm ng phase of the PPBS,

I ncluding preparation and publication of the POM Preparation
Instructions, the preparation, review and consolidation of issues
for ﬁresentatlon to the pprB, and the preparation and publication
of the Program Decision Menorandum

Disposition: Permanent. Cut off and transfer to WNRC when
su erseaea or obsolete, as prescribed for documents nmintained in
accordance wth series 103-01.

1403-02 Operations Analysis and Procurenent Pl anning.
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Docunments the OSD CAl G revi ew | ndependent cost estimtes for
maj or defense acquisition prograns submitted for. mlestone apd

| n-progress review in support of the DAB. ntains cost analyses
I n support_of t he DRB, recomendations to the USD (A&I) for the
certitication of cost estimates to the Congress required by the
Nunn-Mccurdy | aw, and docunents anal ytical cost support to other
PAGE of fices and to the OSD staff on such matters as re-pricing
different acquisition strategies. Also contains reviews of
Mlitary Departments’ data plans for contractor cost data reports
and research to inprove nethods of cost analysis, and

docunentati on suppopth? role of directing research by
contractors in the field.

Disposition: Permanent. Cut off and “transfer to wNrc when
superseded or obsolete, as prescribed for documents maintained in
accordance with series 103-01.

- 1403-03 Econonic Analysis and Resource Planning. These
files docunment PA&E' s role in the sponsorship and conduct of
econom ¢ and financial analyses of major defense prograns that
| ncl ude the fiscal guidance and procedures for the DPRB Program
Review, price indexes and outlay rates for defense purchases, and

ublished results of the Defense Econom c |npact Modelling

ystem Al so econom c anal yses of manpower, environnental,
medi cal, acquis it 1on, and other defense programmatic issues as
wel | as analyses of the industrial base, major systens _
aCQUISItIOH strategies, independent research and devel opnent/bid
and proposal, science, engineering, and technol ogy prograns.
Docunents research into the econom cs of defense acquisition, -
sources and conposition of cost variances, the effects of defense
purchases on national econony, and other defense economc issues.

Disposition: Permanent. Cut off and transfer to WNRC when
superseded or obsolete, as prescribed for documents naintained in
accordance with series 103-03.

1403- 04 \Weapons system Cost Analysis. These files contain
technical studies of the life cycle costs of mmjor weapons
systens; independent analyses of life cycle costs of nagor weapon
systenms in support of the Defense Acquisition Board (DAB) and DAB
commttee program and mlestone reviews, including reviews and
eval uations of the costs and costlnP met hodol ogy used in major
weapons systems cost and operational effectiveness anal yses
(comas ) . Also-included are assessnents of the reasonabl eness of
the programacquisition unit costs and current procurenent unit
costs in support of Secretary of Defense certifications to
Congress as well as all costs shown in acquisition program
basel I nes &ﬁPB) and defense acquisition econom c Summary (DAES)
reports. so docunentation supporting PA&E' s role as central
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manager of the contractor cost data report (Ccobr) Program

Disposition: Permanent. Cut off and transfer to the wNrc
when superseded or obsolete, as prescribed for documents
mai ntained in accordance wth series 103-01.

1404 Theater Assessnents ané planning Fil es These files
contain anal yses of U S Interests worldwde, threats to those
Interests, and the capabilities (including deploynment capability)
of the U S. and potential allies to neet those threats.

Eval uations of alternative U S and allied mlitary postures;
projections of the cost and nmanpower requirenents of the approved
and alternative defense prograns beyond the program years;

eval uations of the cost and effectiveness of mgjor automated
Information systems (AlS ) that support Department operations.
Records al SO I nclude _extensive data bases and anal yti cal

net hods/ model s used in anal yses and records of PA&E 's AlI'S and
contract research prograns.

1404-01 Europe and Pacific Forces. These files contain
studi es and anal yses of force capabilities, requirenments , and
defense prograns and security assistance prograns affecting NATO
Asia,’ Pacific basin, Caribbean, Central and South America, and
Africa. These are maintained on a country, regional or theater-
| evel basis. Also docunents PA&E' s function as the focal point
for special operations, anti-drug, nobilization and crisis
management planning and progranmmi ng.

Disposition: Permanent. Cut off and transfer to the WARC
when superseded or obsolete, as prescribed for docunents
mai ntained in accordance wth series 103-01.

1404-02 Projection Forces. These files contain docunents
support|nﬁ the reviews and anal yses of policies and prograns that
support the U S ability to project conbat forces overseas,
Including the capability to nove forces and equi pnent between and
within theaters by air, sea, and |and transportation or by
prepositioning; prograns involving forces earmarked for rapid
movenent; prograns designed to facilitate the conmmand and contr ol
of nmobility forces and their cargoes; prograns designed to
facilitate our regional policies and strategy in Southwest Asia:
wartime medical programs, emergency use of civil transportation
;esources; I ndirect support airlift forces; and nobility support

or ces.

Disposition: Permanent. Cut off and transfer to wNRC when
superseded or obsolete, as prescribed for docunents maintained in
accordance wth series 103-01.

1404- 03 Pl anni ng and Anal ytical Support.
1. Files docunenting PA&E' s role in directing anal yses of
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the long-range mlitary capability and resource inplications of
current and alternative DoD prograns.

2. Inplenenting a PA&E-wide information architecture,
conprised of data bases, models, conputer-based nethodol ogies for
conducting program anal ysis and eval uation, and conputer systens,
net wor ks and services, and subm ssions of budgets and budget
justifications supporting that information architecture.

3. Plans, prograns, and contracts for devel opnent,
mai nt enance, and enpl oynent of data bases and anal ytical tools
for use by anal ysts throughout PA&E and the DoD.

4. “Coordination-of PA&E involvement in and review of
Corporate |nformati on Management progranms and initiatives.

5. Cost/benefit analyses of automated information systens
and support of PASE participation in the deliberations of the
Maj or Automated Information Systens Review Council| (MAISRC).

6. Docunmentation of oversight function for the planning and
use of contract advisory assistance services, policies and
procedures affecting the PA&E contract study program and
monitoring of progress of contract efforts.

Disposition: Permanent. Cut off and retire to WNRC when
superseded or obsolete, as prescribed for documents maintained in
accordance wth series 103-01.

1405 (eneral Purpose Programs Files, These files contain
docunents pertaining to PA&E’s role in directing the anal ysis and
eval uation of the force levels and mxes of U S. general purpose
air, land, and naval forces, including their affordability,
effectiveness, capabilities, and readiness. Al so contain
summaries of alternative forces and acquisition Egograns_for _
review by the Secret ar%/ and Deputy Secretary of Defense in nmaking
critical decisions on the allocation of Deféense resources.

1405-01 Land Forces. These files docunment reviews and
anal yses of DoD Arnmy and Marine Corps Active and Reserve |and
forces, conbat and support, weapons s¥stens requi renments, and
alternative mxes and levels of land force structures as well as
the devel opnment and procurement programs to determne the nost
cost effective alternatives for planning, programmng, and
budgeti ng purposes.

Disposition: Permanent. Cut off and retire to the WNRC
when superseded or obsolete, as prescribed for docunments
mai ntained in accordance with series 103-01.
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1405- 02 Naval Forces. These files docunent reviews and
anal yses of naval forces including Anti-Submarine Warfare, anti-
air warfare, amphibious, fire support, cruise mssiles, naval Asw
and AAW weapons, mmM Ne countermeasures , combat ,
logistics/replenishment, Surf ace conbatants, attack subnarines,

undersea surveillance, fleet escort and shipbuilding prograns.

Disposition; Permanent. Cut off and retire to WNRC when
super seded or obsol ete, as prescribed for documents maintained in
accordance wth series 103-01.

1405-03 Tactical Air. These files document reviews and
anal yses of tactical air forces (active and Reserve) , including
| and-, and sea-based aircraft for air-ground support operations,
air-to-air combat, interdiction, reconnai ssance, and other |
support M Ssions. Reviews and anal yses of. theater and fleet air
defense forces.

Disposition: Permanent. Cut off and retire to wNRC when
superseded or obsolete, as prescribed for docunents naintained in
accordance with series 103-01.

1405-04 Force Structure Analysis. These files contain
anal yses and eval uations of the overall planning basis for the
general purpose force structure, including mssion definition,
scenari o assunptions, and intelligence support. Docunent s
devel opment of conceptual approaches for cross-service, cross-
mssion analysis and relation of mssion-level analysis to
systens acquisition issues. Al so includes governmental and non-
governnmental anal yses of general purpose Frogran1forpe structure
and force effectiveness issues; special studies ranging from
specific anal yses such as "iand forces for Latin Amrerican
contingencies® t0 general assessnments such as a study of overall
general purpose force forward presence needs.

Disposition: Permanent. Cut off and retire to WNRC when
superseded or obsolete, as prescribed for documents maintained in
accordance with series 103-01.
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Reserved (see 103, Common M ssion Files)
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502 Assistant to the geeretary Of Defense (Atonic Energv) Files

1502-01 |mediate Off ice Files. DoD atom c energy policy on
such matters as mlitary information disclosure, novenent of

at om c. devi ces, disclosures to forei?n governnments, accidents,
and safety. Advice td the secretary of Defense, studies,

anal yses,” eval uations, and appraisal of the DoD Nucl ear W\apons
Devel opnent Gui dance annual report. Exchange of atomc energy

Information and advice to the Senate and House Arned Services
Conm tt ees.

Disposition: Permanent. Retire to the wNRC when superseded

or obsolete, as prescribed for folicy-type docunment s mai ntai ned
In accordance wth series 103-01.

1502-02 M litary Liaison Conmittee, Conmttee charter,
menber ship, and minutes of meetings. Correspondence wth the
Department of Energy ( DoE) and the Departnent of Defense on
atom c energy matters concerning the military. Studies,
eval uations, advice to the Departnent of Defense related to
mlitary applications of atom c weapons or energy.

Disposition: Permanent. Cut off when no |onger needed for
current operations. Retire to the WNRC 5 years after cut off or
when the commttee is abolished, as prescribed for the office of

record for commttee docunents maintained in accordance with
series 103-06. 1.

1503 (Ffice of the Assistant to the secretary Of Defense (Atomc
Energy) (Chem cal Matters) (NC1-330-87-2)

1503-01 Reserved.

150302 Chenical Warfare Files. Policies and guidance
governing DoD planning and program devel opnent on all chem cal
matters, ~suggestions, for change, preparation, and
I nterpretations.

Disposition: Permanent. Cut off annually. Retire to
the WNRC after 5 years.
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1503- 03 Reserved.

1503-04 Studies, Tests, Projects Files. _Copies of documents
relating to the design, developnent, and testing of systens and
concepts, technical reports, research papers, project docunents,
technical and scientific data, manuscripts and anal yses.

Disposition: Permanent. Cut off annually. Retire to the

wNre after 5 years. Transfer to the National Archives, in 5-year
bl ocks when 30 years ol d.

1503-05 Reserved.

1503-06 Legislative Affairs Files. Documents on the

legislative progranms in the area of chemcal matters; letters to
and from.congressional conmm ttees-or individual nenbers, .
monitoring of individual programs, coordinating congressional

requirements.

Disposition: Permanent. Cut off annually. Retire to the
wNrc after 5 years. Transfer to the National Archives in 5-year
bl ocks when 25-30 years ol d.

- 1503-07 National Affairs Files. Docunents on the exchange
of information and advice on chemcal matters with other United
States Governnent éUSG)JAgenCIES or activities, related
correspondence, and copies of agreenents.

Disposition: Permanent. Cut off annually. Retire to the
WNRC after 5 years.

1503-08 International Affairs Files. Documents on the
exchange of information and advice on chemcal matters wth
foreign allies, related correspondence, and copies of agreenents.

‘Disposition; Permanent. Cut off annually. Retire to the
WNRC after 5 years.
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1600 Machine Readable and Wrd Processing Records (Grs 20)
‘General. This section applies to electronic records

routinely stored on nagnetic or other mass-storage nedia created

by OSD conponents and naintalned in central data processing

installations, including facilities operated by contractors.

Also I ncluded are mcroconputer files stored on hard disks,

fl oppy disks, or other storage nedia used on mcroconputers in

i ndi vidual OSD action offices. This series also covers

el ectronic records creation and admnistration activities by

conputer operators, programmers, analysts, systens

adm ni strators, and mcrocomuter users. Seé also enclosure 12,

1601-01 Master Files.

a. Electronic files or records created solely to test
system perfornance, such as test records, as well as related
docunentation for the electronic files/records.

Disposition: Destroy or delete when no | onger needed.

b. Electronic-files or records used to create or update
a master file. includina but not |imted to, work files, valid
transaction files, and internediate input and/or output-records.

Disposition: ©Delete after information has been transferred
to the master file and verified.

to nonitor system usage,
n files, password files,
s, and cost-back files used

_ ~¢. FElectronic files created
I ncluding, but not limted to, |0g-i
audit trail files, system usage file
to assess charges for system use.

Disposition: Delete when no | onger needed.

1601-02 Input and/or Source Records.

a. Non-electronic docunents or forns designed and used
solely to create, update, or nodify the records in an electronic
medi um and not required for audit or |egal purposes (such as for
signatures) and not previously scheduled for permanent retention
| N a NARA-approved agency records schedul e.

Disposition: Destroy after the information has been
converted to an electronic medium and verified, or when no |onge
needed to support the reconstruction of, or serve as the backup
to, the nmaster file, whichever is later.
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b. Electronic records, except as noted in 1s601-02c,
entered into the systemduring an update process, and not
required for audit and |egal purposes.

Disposition: Delete when data have been entered into the
master file or data base and -verified, or when no |onger required
to support reconstruction of, or serve as back-up to, a master
file or data base, whichever is later.

c. FElectronic records received from anot her agency and
used as I nput/source records by the receiving agency, CLUDI NG
records produced by another agency under the ternms of an _
| nteragency agreenent, or records created by another agency in
response to the specific information needs of the recelving
agency=. . . - - -

Disposition: Delete when data have been entered into the
naster file or data base verified, or when no |onger needed to
s_uloport reconstruction of, or serve as back up to, the naster
file or data base, whichever is later.

_ ~d. Conputer files or records containing uncalibrated and
invalidated digital or analog data collected during observation
or nmeasurenment activities or research and devel opnent prograns
and used as input for a digital master file or data base.

. Qigpggézign: Del ete after the necessary data have been
I ncorporated into a master file.

1601-03 Master Files Relating to Admnistrative Functions.
(Includes master files that are conponents of data base
nmanagement systens.) Master files that:

a. Replace, in whole or in part, admnistrative
records scheduled for disposal elsewhere in this Instruction.

b, Consist only of the same information as IS
contained in all or portions of the disposable records it
repl aces or duplicates excluding those Included in disposition
schedul es outlined el sewhere in this Instruction.

. Disposition: Delete after the expiration of the retention
eriod authorized for the disposable hard-copy. fiie or when no
onger needed, whichever is later.

1601-04 Surmmarized Information Data Files. These are
records that contain sunmarized or aggregated | nformation created
by combining data elenents or individual observations from a
single master file or data base. They are disposable under a
General Records Schedule item or a schedule included el sewhere in
this Instruction approved by the NARA after January 1, 1988.
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This excludes data files that are created as disclosure-free
files to allow public access to the data, or created froma

master file or data base that is: unschedul ed; schedul ed as
%ernanent but no |onger exists: or can no |onger be accessed.

hese files may not Dbe destroyed before securing the Nara
approval .

Disposition. Delete when no |onger needed.

1601-05 Records Consisting of Extracted Information.
El ectronic files consisting solely of records extracted from a
single master file or data base that are disposable under anot her
schedule in this Instruction excluding extracts that are:
produced as disclosure-free files to allew public access to the
data; produced froma naster file or data base that is
unschedul ed, or that was schedul ed as pernmanent but no |onger
exi sts; can no |onger be accessed; or produced by an extraction
process Wwhich changes the informational content of the source
master file or data base. These files nay not be destroyed
before securing NARA approval. For print and technical refornat
files see 1601-06 and -07 respectively.

- Disposition: Delete when no |onger needed for current
busi ness.

| 1601-06 Print File. Electronic file extracted froma master
file or data base wthout changing it and used solely to produce
hard-copy publications and/or printouts of tabulations, |edgers,
registers, and reports.

Disposition: Delete when no | onger needed.

1601-07 Technical Reformat File. Electronic file consisting
of data copied froma master file or data base for the specific
purpose of information interchange and witten wth varying
technical specifications, excluding files created for transfer to
the National Archives.

Disposition: Delete when no |onger needed.

1601-08 Security Backup Files. Electronic files consisting
of data identical in physical format to a master file or data
base and retained in case the naster file or data base is danaged
Or inadvertently erased.

a. File i1dentical to records scheduled for transfer to
t he NARa.

Disposition: Delete when the identical records have bheen
1600- 3



transferred to the nara and successfully copied, or when replaced
by a subsequent security backup file.

_ b. File identical to records authorized for disposal
| N a NARA-approved Iecords schedul e.

Disposition: Delete when the identical records have been
del eted, or wnen replaced by a subsequent security backup file.

- 2603-09 Finding aids or Indexes. FElectronic indexes, lists,
registers, and other finding aids used only to provide access to
records authorized for destruction elsewnhere in this Instruction
excluding records containing abstracts or other inf ormat ion that
can H; used as an information source apart fromthe related
records.

Disposition: Delete when related master file or data base
has been del et ed.

- 2601-10 Docunentation. Data system specifications, file
specifications, codebooks, record |ayouts, user guides, output
specifications, and fi nal reports gregardless of nedium relating
to a master file or data base that has been authorized for
di sposal elsewhere in this Instruction, excluding docunmentation
on any unschedul ed master file or data base or relating to any
master file or data base scheduled for transfer to the Nara.

Disposition: Destroy or delete when superseded or obsol ete,
8r upon authorized destruction of related master file or data
ase.

1602 word Processing Files. These files do not include activity-
schedul'es, suspense files, Iran5|tprg files, tracking and contro
record files, and finding aids or indexes. Disposition
Instructions for these or like admnistrative files may be found

In the 100 series chapter of this Instruction.

1602-01 Ofice wora Processing Files. Documents such as
| etters, nessages, menoranda, reports, handbooks, directives, and
ganﬁals recorded on electronic nedia such as hard di sks or floppy
| skettes:

_ a. \Wen used to produce hard copy that is maintained
In organized files.

Disposition: Delete when no |longer needed to create a hard
copy .

_ b. When naintained only in electronic form and
duplicate the information in and take the place of records that
would otherw se be maintained in hard copy providing that the
hard copy has been authorized for destruction by an approved
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di sposition schedul e.

~ Disposition: Delete after the expiration of the retention
period authorized for the hard copy.

- 1602-02 administrative Data Bases. Data bases that support
adm nistrative or housekeeping functions, containing infornation
derived from hard copy records authorized for destruction by an
approved records disposition schedule , if the hard copy records
are maintained in organized files.

Disposition: Delete information in the data base when no
| onger. needed. ) .
1602- 03 El ectronic Spreadsheets. Spreadsheets that are

recorded on electronic nedia such as hard disks or floppy
di skettes:

- a Wen used to produce hard copy that is naintained in
organi zed files.

Disposition: Delete when no |onger needed to update or
produce hard copy.

b. Wien maintained only in electronic form

~ Disposition: Delete after the expiration of the retention
period authorized for the hard copy. If the electronic version
replaces hard copy records with differing retention periods, and -
agency software does not readily permt selective deletion,
delete after the |ongest retention period has expired.

1602-04 Electronic Cal endars. These cal endars contain
schedules of daily activities such as appointnent books, | ogs,
schedul es, diaries, and other records docunmenting neetings,
appoi ntnents, telephone calls, trips, visits, and other
activities excluding materials determned to be personal.

a. Records containing substantive information that
has not been incorporated into official files EXCLUDI NG records
on the official activities of heads of departments and
| ndependent agencies, their deputies and assistants; the heads of
program of fices and staff offices including assistant
secretaries, admnistrators, and comm ssioners; directors of
office, bureaus, or equivalent; principal regional officials;
staff assistants to those officials; and career Federal
enpl oyees, political appointees, and offices of the Armed Forces
serving I n equivalent or conparable positions, which are
schedul ed by the subm ssion of an SF 115 to the Nara.
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Disposition: Delete when 2 years old.
b. Records docunentin% routine activities containing
no substantive information or docunments that do contain

substantive information that have been incorporated into the
official office files. ,

Disposition: Delete when no |onger needed.
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1700 United States Court of Military aAppeals (NC1-330-79-11)
General. coourt-martial records of trials originating_ in the
Mlitary Departments reviewed in the U S court of Milita
Appeal s, consisting of the pre-trial, trial, and post-trial
procedures, actions by the convening authorities, and decisions
of the Court of Mlitary Review Original record of trial is
returned t0 the originating service after final action.

1701 Appellate and original Docunents and Pleadings consi sting
of certificates for review, petitions for review, petitions for

extraordinary relief, orders, briefs, mscellaneous notions, and
the final actions.

- 1701-01 Appeal s withdrawn or-resulting in denial or
di sm ssal .

Disposition: Retire to the wNRc when 5 years old.
Destroy when 50 years ol d.

1701-02 Certificates and Appeal s G anted.

Disposition: Retire to the wNrc when 5 years old.
Destroy when 50 years ol d.

1701-03 Petitions for Extraordinary Relief.

Disposition: Retire to the wNrRc When 5 years old.
Destroy when 75 years ol d.

1702 Judages’ Sheets consisting of central staff menoranda of
law, vote sheets, and simlar internal working documents.

Disposition: Retire to the wNrc when 5 years ol d.
Destroy when 50 years ol d.
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_1800 Personnel and Readiness., (Nc1i-330-77-10, except where
otherwi se noted, e.g. , citations pertaining to Coormon M ssion *
Files ﬁ1_03-ser_i es], -which were approved under NC1-330-92-1, Or to
itenms listed in a General Records Schedul e (GRS). NB: These

files were previously listed under the 600 series.)

Functional files of the OSD on personnel and readiness wth
specific responsibilities for devel oping DoD personnel policies
and IeP|sIat|ve proposals. This does not include the custody or
control of personnel records of individuals assigned to the OSD.
Files described herein may be further subdivide deEendlng upon
vol ume by use of decimal suffix. For exanple: 1801-08.1 thru
1801-08.15. Unl ess otherwise I ndicated, .records returned to the
V\ﬂshl\s\]ﬁt on National Records center (WNRC) will be offered to the
NARA when 30 years ol d.

1801-01 - 1801-100 Reserved (see 103, Common M ssion Files).

1801-11 Assistant Secretary of Defense (asp) weekly Activity
Reports: Internal conmmunications between the Deputy Assistant
Secretaries of Defense (DAsDs) and/or Division Drectors and ASD
and/or Principal Deputy Assistant Secretary of Defense (ppasp).

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference, as prescribed for papers filed in
accordance wth series 103-08. 3.
needed for reference, whichever Is sooner.

1802 Guvilian Personnel poliey and/or Equal Qpportunity.

1802-01 Personnel Managenent Files. These files consi st

of :

1. Copies of OPMregulations and Executive O ders governing
admnistration of civilian enpl oyees.

2, Quvilian personnel management policy docunents
prescribing broad policy for DoD civilian personnel.

3. Policy docunments on overseas civilian enploynment, |ength
of tour, placenment, enploynment of aliens, reviews of program
adm nistration and consolidation for changes to neet |[ocal
conditions.

Disposition: a. Cut off poliecy docunents and retire to the
WNRC when superseded or obsolete, as prescribed for papers filed
In accordance wth series 103-01. b. Destroy requl ations and
Eos when superseded, obsolete, or no |onger needed for reference
purposes, as prescribed for papers filed in accordance wth
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series 102-01. c. Correspondence and ot her papers of a routine
nature, destroy when superseded, obsolete, or no | onger needed
for reference, as prescribed for materials maintain I'n accordance
with series 103-08. 3.

1802-02 Labor Management Rel ations Files.
1. Ceneral statenents of policy or guidance.

Disposition: Permanent. Cut off and retire to the wNRc
upon supersession or obsol escence, as prescribed for documents
mai ntained in accordance with series 103-01.

2. Docunents relating to the review of collective
bar gai ni ng agreenments between | abor organi zations and DoD
Conponents whi ch are reviewed at the DoD.level. Labor
arbitration general and case files.

D sposition: a. Collective bargaining agreenments--office
negotiating agreenments, destroy 5 years after expiration of
agreenent; otner offices, destroy when superseded or obsolete.
b. Labor arbitration general and case files, destroy 5 years
after final resolution of the case (6rs 1, Item 28) {(reference

(P) )

_ 3.  Documents on-the granting of national consultation
rights to | abor organizations.

~Disposition: Pernmanent. Retire to wWNRC 5 years after
termnation. (NCl-330 77-10

1802- 03 Conpensation and Position Managenent. Docunents
that allot spaces for top-level scientific, professional and
executive personnel and standards which assure effective use of
such spaces. Documents approving salaries, wages, fringe
benefits, and such pay policies as appropriate for DoD enpl oyees.
I ncl udes directives and statistics.

Disposition: Permanent. Cut off and retire to the wWNRC
when superseded or obsolete, as prescribed for records maintained
In accordance wth series 103-01.

1802-04 Staffing Policies and Programs. Directives
pronul gating poliecy on nerit pronotion, re-enployment rights, and
overseas return placenent. Docunents that provide guidance on
accessions placenent, transfer, or separation as a result of base
closures, consolidations, and/or reductions. Admnistrative
papers of the DoD programs for stability of civilian enpl oynment
and associ ated automated placement prograns; broad policy and
educational institutions.

Disposition: Permanent. Cut off and transfer to the WNRC
| 1800- 2
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when superseded or obsolete, as prescribed for materials
mai ntained in accordance wth series 103-ol.

1802- 05 Enpl oyee Training and Career Devel opnent.
Documents establishing policies and standards governing the

admnistration of civilian enployee training prograns and career
devel opment .

Disposition: Permanent. Cut off and transfer to the wWNRc
when superseded or obsolete, as prescribed for documents
mai ntai ned in accordance wth series 103-01.

1802-06 Techni cal staff-bDoD Wage Fi Xi ng Aut hority.
Docunent s that approve salaries, wages, prem um pay, allowances
and differentials, and such other pay policies as appropriate for
DoD enpl oyees paid from appropriated funds.

Disposition: Permanent. Cut off and retire to the WNRC
when superseded or obsolete, as prescribed for documents
mai ntained in accordance with series 103-01.

1802- 07 Technical Staff-DoD Nonappropriated Funds.
Docunents which approve salaries, wages, prenium pay, allowances
and differentials, and such other pay policies as appropriate for
Depart nent of Defense enployees paid from nonappropriated funds.

Disposition: Permanent. Cut off and retire to the WNRC
when superseded or obsolete, as prescribed for docunents
mai ntained in accordance with series 103-01.

1802- 08 EBqual Opportunity - C vilian. Policy on equal
OEportun[ty and affirmative action prograns. Annual reports from
the Services on attainnent of affirmative action goals. Policy
on conpliance requirenents, and sanctions if necessary to pronote
enpl oyment and mnority business enterprise program  Enpl oyment
of mnorities and wonen; policies and directives. Liaison wWth
ot her governnment agencies and with the Labor Departnent on
training prograns.

Disposition: Permanent. Cut off and retire to the WNRC
when superseded or obsolete, as prescribed for documents
mai ntai ned in accordance wth series 103-01.

- 1802-09 Equal Qpportunity -- Mlitary. This file _
consists of policy on equal opportunity in the n1I|tar¥ servi ce,
conpliance nonitoring of services’ prograns, and reports on the
subject. Also policy on off-base housing nondiscrimnation,
sem annual reports from the Services on nunber of facilities
surveyed, nunbers of conplaints, etc., and policy on
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nondi scrimnation of federally assisted programs such as wth
educational institutes -- Defense Equal Opportunity Minagenent
Institute, establishing and managing the program charter,
correspondence, nenbership, mnutes of the Defense Human

Rel ations Education Board, and statistics on program progress
representing percentages of mnorities and women by rank or grade
and analysis of the data to nmeasure program progress.

- Disposition: a. Policy mtters are permanent. Cut off and
retire to the wNRC when obsolete or superseded, as prescribed for
papers maintained in accordance wth series 103-01. b.
Commttee-type files are permanent. Cut off when no | onger
needed for current operations and retire to the wNRC 5 years
after cutoff, or when the conmttee is abolished, as prescribed
for records maintained in accordance wth series 103-06.

1803 Military M%ngower and Personnel Policy

1803- 01 Conpensation Admnistration. Policy
determ nations regardi ng all basic conpensation Issues, taxes and
retirement, and survivor benefits.

1. Basic compensation policy issues. Policy determ nations
W th respect to basic pay benefits, special and incentive pays,
travel and transportation allowances, permanent change of station
(PCS) travel, tour lengths and unit rotation. Conpensation
studi es, programs, Joint Federal Travel Regulations (JFTR)
(ref%%ence (old)), trip reports, mnutes of conpensation-related
comm ttees.

_ Disposition: a. Policy papers are permanent. Cut off and
retire to the wNRc when superseded or obsolete, as prescribed for-
papers nmaintained in accordance wth series 103-01. b.
Commttee-type records are permanent. Cut off when no |onger
needed for current operations and retire to the WNRC 5 years
after cutoff, or when the commttee is abolished, as prescribed
for records maintained in accordance wth series 103-06.

2. Armed Forces Tax Council and MIlitary Taxation Program
(was 607-03). Procedures, actions recommended, mnutes, an
other admnistrative matters concerning the Armed Forces Tax
counci| (DoDD 5124.3) (reference (ee)). Policy determnations
regarding problens associated wth mlitary taxation (Federal,
state, local, and foreign) . Aso, policy directives, studies and
recommended alterations to current prograns, and initiations of
and responses to proposed |egislation.

Disposition: a. Policy matters are permanent. Retire to
t he wNrc when superseded or obsolete, as prescribed for papers
mai ntained in accordance with series 103-01. b. Commttee-type
records are permanent. Cut off when no |onger needed for current
operations and retire to the wNrc 5 years after cutoff, or when
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the committee is abolished, as prescribed for records naintained
in accordance Wth series 103-06.

.3 Retirenment and Survivor Benefits. Policy_ reviews
provided for standardization and uniformty in implementing | aws
pertaining to retirement and survivor entitlenment (including
former spouse matters) and interactions Wth social security and
payments from the Department of Veterans Af f airs. A so, policy
directives, studies and recommended alterations to current
programs, and initiations of proposed |egislation.

Disposition: a. Policy matters are permanent. Cut off and
retire to the WNRC when superseded or obsolete, as prescribed for

Faper's mai nt ai ned in accordance with series 103-01. b.
nstructional -type materials are permanent. Cut off annually or
on supersession or obsol escence, as reference needs require, and
retire to the wNre, as prescribed for materials maintained In
accordance wth series 103-02. (See Section 213 for disposition
of master copies of DoD publications for which Personnel &

Readi ness i s the oOpr.)

1803- 02 Defense Advisory Conmittee on Wnen in the services
(DACOWITS) .

Charter, correspondence, mnutes, recomendations of the
DACOWITS, Whi ch advi ses and assists the Secretary of Defense on
policies that pertain to wonmen in the mlitary. "This is alarge
commttee, consisting of approximately 35 appointed civilian nen
and women. The nenbers neet periodically throughout the year;
formal conferences are convened each Spring and Fall and
comm ttee recomrendations and requests are forwarded to the
Secretary of Defense at that tine.

Disposition: Pernmanent. Cut off when no |onger needed for
current operations and retire to the wvrc 5 years after cutoff,
?8gqa§scr|bed for papers maintained in accordance with series

1803-03 O ficer and Enlisted Managenment Systens.

_ 1. Policy matters on mlitary personnel managenent systens
I ncludi ng grade and rank distribution.

_ 2. Anal yses of npnth]y_reports, proposed | egislation on
distribution, service justifications for distribution of thunb
rules. Establishment of grade ratio in certain occupational

areas. Procedures in processing all tenporary pronotion |ists.

3., Validation of Flag and general officer positions
1800-5
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(officers 07 and above).

Disposition: Permanent. Cut off and retire to the wNrRc

when superseded or obsolete, as prescribed for papers maintained
In accordance with series 103-01.

4. Detail action files. - Case files relating to detail
actions on individual mlitary menbers and civilian enployees.

Disposition: Destroy when 5 years old, as prescribed for
gggsgqul-type docunents nmaintained in accordance wth series

- +4803-04 Personal Commercial Affairs. Policy on _
|ife and notor wvehicle Iinsurance. . Studies which lead to policy
directives”, consideration of possible legislative changes, etc.
Policies on operation of credit unions such as the Pentagon
Federal Credit Union. Docunments on consumer protection
activities and assistance to the Mlitary services.

Disposition: Permanent. Cut off and retire to the WNRC
when superseded or obsolete, as prescribed for records naintained
I n accordance with series 103-01.

1803-05 Personnel - Activities and Facilities. Policies which
determne the establishment, continuation and operation of
conm ssary stores; where authorized, surcharges, etc. Policy and
coordination wth the House Arned services Conmttee governing
the operation and directives of mlitary exchanges. Policies on
the operation of open messes (clubs) and special service
activities such as athletic facilities.

Disposition: Permanent. Cut off and retire to the wNRC
when superseded or obsolete, as prescribed for docunents
mal ntai ned in accordance with series 103-01.

- 1803-06 Personnel Admnistration. This file
consi sts of policy docunents on awards and decorations such as
the Joint Service Commendation Medal, Vietnam service Medal, and
others of a joint-service nature; processing of Medal of Honor
Awar ds; policy on foreign awards, trophies and simlar devices of
recognition. Also contains norale and recreation docunents,
coordination with the USO, and policy on utilization of mlitary
personnel in such activities; poI|c¥ on duty tour length of
mlitary and dependents, CONUS and for each area overseas or
specifiCc agencies Or activities such as attached duty; policy on
a uniform standard | eave and/or |iberty pass; advance, excessS
conval escent, retirement |eaves and for special |eaves such as
after hazardous duty, long holidays, etc. Also includes policy
prescribing a uniformreport of casualties and assistance to
next-of-kin prograns; policy and admnistrative matters
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concerning the Fleet and Arny post off ices; documents which
coordinate PON and/or MA activities; and [iaison wth interested
citizen groups, reports to Congress, and simlar data.

Disposition: a. Cut off and retire policy papers to the
WNRC When obsol ete or superseded, as prescribed for_ papers
mai ntai ned in accordance with series 103-01. b. Documents
rel atmg% to the proceSS|n59 of MH are permanent. Cut off and
retire to the wNrc when 5 years old. ¢c. Correspondence wWth
citizen groups such as the 'USO cut off after 3 years, retire to
t he wNre; destroy when 30 years old. d. Documents on POW and/ or
MA activities and reports to Congress on this subject are
permanent. Retire to the WNRC when 10 years old. e. Reference
papers may be destroyéd When superseded or obsolete, as
%gsgglged for docunents maintained in accordance wth series

1803-07 Armed FOr ces chaplain’s Board Fil es.
Cont arns policy documents, charter, general correspondence,
directives, advisory gr_ouR “menbership and neeting m nutes, board
mnutes, coordination with civilian churches on chaplain mtters,
and other such matters of nutual interest.

Disposition: Permanent. Cut off when no |onger needed for
current operations. Retire to the WNRC 5 years after cutoff or
when the commttee is abolished, as prescribed for docunents
mal ntai ned in accordance wth series 103-06.

1804 Manpower, Research. and Uilization

1804-01 Procurenent Policy. Policies on o
servicewide and retention prograns; policies establishing Arnmed
Forces Exam ning and Entrance Stations (AFEES), MIlitary Entrance
Processing Stations (MEPS); reports on rejections after
reporting; procedures on placenment of Selective Service calls,
I nduction quotas and other information. Al so includes policy
re?ardl ng nobilization of the Standby Reserve; regul ations on
c(le e):rments and reference material on the Selective Semte System
$SS) .

Disposition: a. CQut off and retire policy docunents to the
WNRC When superseded or obsolete, as prescribed for papers
mal ntai ned in accordance with series 103-01. b. Consolidation
of rejection reports are permanent. Retire to the WNRC when no
| onger required; individual rejection reports, destroy when 1
year old. c. Destroy SSS reference infornmation when no |onger

needed, as prescribed for docunents maintained in accordance wth
series 103-08. 3.
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1805- 02 aAnnual Inventory of Commercial or Industrial
activities. This is a magnetic tape file of the cost of such
services performed in DoD and the amount contracted for from non-
DoD activities.

Disposition: Scratch tapes and destroy hardcopy output when
no | onger needed for reference.

1805-02 Reserve Conponents Master Histor¥ File. _
A magnetic tape file recording the strength of U S. National
Guard and reserve Conponents, as well as individual statistics

such as education |evel.

Disposition: a. Hardcopy nonthly output, “Oficial CGuard
and Reserve “Manpower Strength and Statistics,” i S permanent.
Retire one copy of each report to the wnrc when no | onger needed
for reference purposes. b. Mcrofiche of nonthly conputer
out put, destroy when no longer required for reference. c. Mg
t apes, scratch when no longer required for statistical studies
and after the next regular update.

1805-03 Retirees Personnel Master File and Survivor
Beneficiaries Master File. This is a data bank of all retired
personnel input on ADP tape fromeach MIlitary Service finance
center. The master file Is recreated annually, the name and
soci al security nunbers stripped and the data used for actuary
studies in the OSD.

Disposition: Retrain master tape for 4 years, then scratch -
for reuse.

1806 Requirements and ResSources (R&R)

- 1806-01 Legal and Selected Policies riles. This file
consists of |egislative proposals on mlitary personnel matters
W th supporting docunentation, policy matters on discipline,
separations, absenteeism desertions, conscientious objectors,
and ot her special problens such as POA; annual reports fromthe
Services on status of problens such as number of deserters,
courts-martial and the |ike.

Disposition: a. Policy matters and annual reports are
permanent. Cut off and retire to the wNrc when superseded or
obsol ete, as prescribed for documents maintained in accordance
wth series 103-01. b. Reference naterials destroy when
superseded or obsolete, or no | onger needed for reference, as
gggsgglged for docunments maintained in accordance with series
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2806- 02 Personnel & Readiness Congressional Issues. This
file contains docunents related to Personnel and Readi ness
Interaction wth the Congress to include Congressional reports,
Congressional interest itens, -appeals to Congressional committee
actions, testinmony, statenents, inserts for the record.

Disposition: Destroy when superseded, obsolete or no |onger
needed for reference, as grescr|bed for papers maintained in
accordance wth series 103-08. 3.

1806-03 ePBS | Ssues. Docunents related to Personnel &

Readi ness participation in the Defense Guidance, poM, and budget
review. Analyses on PBS iSsues.

- Disposition: Destroy after's years or on discontinuance,
whi chever Is first, as prescribed for documents maintained in
accordance wth file series 103-03.

1806-04 Intergovernnental Affairs. Docunents related
to DoD support to other Federal, State and |ocal government
entities In the areas of |aw enforcenent, inmgration, youth
empl oyment, and training.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference, as prescribed for papers maintained
In accordance with series 103-08. 3.

1806- 05 Def ense Manpower Requirenents.

1. Docunents on the determnation of mlitary and civilian
and Reserve requirenents and force-m x issues.

‘Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference, as prescribed for documents
mai ntained in accordance wth series 103-08. 3.

~ 2. Manpower research docunents on the establishment and

olicy directives for Defense Manpower Data Center (pMpc)
npower Data Analysis Centers. The collection and anal ysis of

data, advice and assistance on manpower of an interservice or
I nteragency nature. Reports by services on inprovenents affected
on manpower management such as”positions abolished. Training
r$$?arc?_and devel opment prograns designed to enhance
utilization.

~ Disposition: a. Policy matters are permanent. cut off and
retire to the WNRC when superseded or obsolete, as prescribed for
docunents maintai ned in accordance wth series 103-01. b.
Docunments on advi ce and assistance, cut off and retire to the
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WNRC when 5 years old; destroy when 25 years ol d.

3. Inspector General, GAO and Audit Agency Survey
on Manpower-1|ssues; docunents related to audits of the use of
Def ense manpower .

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference, as prescribed for docunents
mai nt ai ned in accordance with series 103-08. 3.

1806-06 Total Force Requirenents.

1. Wartinme Manpower Mobilization Planning System (WARMAPS),
Installation Mbilization Planners Handbook, n- Conbat ant
Evacuation Operations (yeo), Continuity of Operations Planning

(COOP)., Master Mobilijzation Plan (mMp) and G vilian Mbilization
Planhing.

2. Mobilization Exercise Files.

‘Disposition; Destroy when superseded, obsolete, or no
| onger needed for reference, as prescribed for reference-type
papers maintained in accordance with series 103-08. 3.

3.  Menorandum of Agreenent (Moa) wth Germany for Exchange
of Mbilization Planners.

Disposition: Destroy 6 years after supersession,
cancellation, or termnation, as prescribed for documents
mai ntained in accordance wth series 103-04.

1806-07 Readiness of Mlitary Forces Files (Pending
aPprovaL)n Documents and data sets dealing wth the conposition
of USmlitary forces; status of personnel, training, and
equ;Pnent_at the unit and aggregate levels; and
mobi [ 1 zati on/ depl oyment capabilities.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference. Longitudinal data sets (historical
files stored in digital format, sequenced in chronol ogical order
for trend analyses?, mai ntained at oMpc, W Il be transferred to
the Nara when no |onger required for reference.

1806-08 I ndividual Training ana Performance Files (Pending
approval.) Docunents and data sets dealing with individual
training systems such as schools, instructors, students
t hroughput, attrition rates, courses, test scores, individual
deqngraphlcs and training histories, and institutional training
costs .

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference. Longitudinal data sets maintained
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at DMDC will be transferred to the Nara when no |onger required
for ref erence.

1806-09 Collective Training and Performance (Pending
aporoval ) . Docunents and data sets dealing wth collective
training” prograns and exercises such as training ranges, m ssions
training objectives, descriptions of the conF03|t|on of training
groups and organi zations, descriptions of filed training
exercises, |essons |earned, neasures of effectiveness, of tenpo,
and collective training costs.

Disposition: Destroy when superseded, obsolete, or no
| onger =needed for reference. Longitudinal data sets maintalned
at oMDC W || be transferred to the NarRa when no longer required
for reference.

1806-10 Training Technology (Pendi ng approval).
Docunent ation and data sets dealing wth the research,
devel opnent, application, and testing of training delivery
systens such as conputer-based training nanagenent, testing, and
authoring systens; enbedded training; training devices;
simul ators and sinulation techni ques; tele-training; and
technol ogy transfer. -

D sposition: Destroy when superseded, obsolete, or no
| onger needed for reference. Longitudinal data sets maintained
at pMpc W Il be transferred to the NARA when no | onger required
for reference.

1806-11 Actuary Files. Calculations of present
and predictions of future mlitary retirenent costs. Actuary
figures for the survivor benefit program

Di sposition: Destroy when superseded, obsolete, or no longer
needed for reference, as apgrogr|ate for docunments nmaintained in
accordance wth series 103-08.

1806-12 Special Events Mnagenent. Docunents related
to the DoD support to other Federal, State, and |ocal governnent
agenci es, or other organizations in the area of international
speci al events.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference, as prescribed for docunents
mai ntai ned in accordance wth series 702-01. 2.

_ 11806-13 O fice of Economc Adjustnent Files. This
file contalns economc inpact mnimzation files consisting of
studies, reports, correspondence, evaluations of economc I npact
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of proposed or suggested base clasures, reduction program
speci al probl em studi es, and possible changes in procurenent
prograns.

Di sposition: Permanent. Retire to the WNRC when
superseded , obsolete, or no |onger needed for reference, as

Rggsgiibed for documents maintained IN accordance wth series

1807 Family Policy

1807-01 Family Policy Ofice Files.
1. Policy files.

Disposition: Permanent. cCut Off and retire to the WwNRC

when superseded or obsolete, as prescribed for docunments
mai ntained in accordance with series 103-01.

~2* Reference publications pertaining to Family Policy
Ofice matters such as Executive Oders, all published orders
affecting mlitary famlies, newsletters, mlitary famlies, etc.

D sposition: Destroy when superseded, obsolete, or no
| onger needed for reference purposes, as prescribed for docunents
mai ntained in accordance with series 102-01.

3. Program and budget decisions, guidance, conmttees,
travel requirenents.

- Disposition: Destroy after 5 years or on discontinuance,
whi chever is first, as authorized for files maintained in
accordance with series 103-03. 3.

"4, Comm ttees and/or councils and/or advisory groups on

famly issues such as the Famly Policy Coordinating Conmttee or
Fam |y Support Conferences.

Disposition: a. Ofice of the conmttee chairman_or
secretariat, wnichever is designated office of record: Permanent.
Cut off when no |onger needed for current operations and retire
to the wvre 5 years after cutoff, or when the conmttee is
abol ished. b.  COfices of other commttee nenbers: Destroy when
no | onger needed for current operations, as prescribed for
commttee-type records nmintained in accordance with series 103-
06. NOTE: For commttee-type records not related to the
busi ness of the Fam |y policy Ofice, see series 201-01 or -11 of
this Instruction.

5. Speeches.

Disposition: Destroy after 5 years on discontinuance,
1800- 12




Al 15, Encl. 4

whi chever is first, as prescribed for docunments maintained in
accordance with series 103-02.5. NOTE: Oficial copies of
speeches are nmaintai ned as permanent docunents by AsD(PA) under
series 701-09.b.

6. Mlitary famly issues docunents such as adoption, child
care, dependent travel,” cottage industries, popDpDs, el der care
enpl oynent, terrorism volunteerism and m scellaneous matters.

Disposition: Permanent. Cut off and retire to the wNRe
when superseded or obsolete, as prescribed for docunents
mai ntai ned in accordance with series 103-01.

7. MIi tary Family ACt Legislation contained in the Fy 86
DoD Aut horization Act.

Disposition; Permanent. Cut off and retire to the WNRC
when superseded or obsolete, as prescribed for docunents
mai ntained in accordance with series 103-01.
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